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FORE WORD 



This collection of organisation charts and statements of responsibilities of 
division and department chairmen in California junior colleges was prepared as back- 
ground material for use at the California Junior College Association Annual Improve- 
ment of Instruction Conferences. 

The 1966 conferences - Southern Conference, Hovester 3. 1966, El Camino College; 
Northern Conference, Bovester 17, 1966, Chabot College - have as their theme "The 

Role of the Division Chairman or Department Head, and His Responsibility for the 
Improvement of Instruction." 

The materials in this collection were solicited from California junior colleges by 
memorandum. Bo follow-up request was made. In most cases the exhibits represent pages 
taken from the administrative or faculty handbooks of the respective colleges. In a 
few cases, charts and job descriptions were abridged. 

The Improvement of Instruction Conferences are an annual project of the CJCA 
Committee on Curriculum and Instruction.! Because "Improvement of Instruction" is 
ranked in first priority in a study of critical problems and needs of California junior 
colleges, the CJCA Research and Development Comnittee^ asked the Instruction Conmittee 
to give attention in the 1966 conferences to ways research could be helpful in bring- 
ing about Improved Instruction. The conference planning committee believed division 
and department chairmen were in a pivotal position to initiate instructional improve- 
ment and consequently the conferences were planned to explore ways in which division 

and department chairmen might assume leadership in their respective colleges in this 
field. 

It is hoped that this collection of responsibilities of divlsicn and departo«nt 
chairmen will be a helpful reference to conference participants. The conferences may 
wish to reco»nend that an analysis of present responsibilities be ,«de, or that 




i 



additional information be collected. In this regard, attention of readers is called 
^ to studies made by Chabot College, 1963, and Hancock College, 1966, in the Appendix 
of this report. 

Appreciation is expressed to Foothill College for making duplicate copies of this 
report available to all junior colleges. 



Thomas B. Merson 

CJCA Director of Research 

Bakersfield College 

October, 1966 
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ANTELOPE VALLEY COLLEGE 



Duties and Responsibilities of the Division Chairfr.an 

Under the direct supervision of the Dean of Instruction, a Division 

Chairman performs the following duties: 

a. Keeps in touch with current developments in the various subiect fields 
represented in the division and serves as a resource person in his 
subject area, 

b. Submits recommendations for curriculum improvements to the curriculum 
committee through the dean of instruction. 

c. Assists the dean of instruction in transmitting decisions on curriculum 
matters to teachers in the department. 

d. Assists teachers in the development and continued improvement of course 
outlines and appropriate reading lists, Assists the dean of instruction 
in maintaining a current file of outlines for all courses offered in the 
division. 

e. Assists the dean of instruction to improve teaching methods, examination 
procedures, and the selection of textbooks. 

f. Assists in the selection and evaluation of teachers for the division, 

g. Brings division members, day and extended day, together for the purpose 
of resolving division problems and improving instruction, 

h. Encourages appropriate extra-class activities for students majoring in 
the subject fields of the division. 

i. Assists the teachers in preparing budget requests. Receives, consol- 
idates, reviews, and transmits division budget requests and renuisitions 
to the dean of instruction. 

j. Assists the president in maintaining an inventory of property assigned 
to the division, 

k. Recommends the division's schedule of classes, day and evening, to the 
dean of instruction. 

l. Has responsibility for coordination of the division's instructional 
program, day and extended day. 

m. Prepares a brief annual report to the dean of instnaction, outlining 
the accomplishr.Kjnts of the division and the needs and plans for future 
development. 
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20^.22 DIVISION AND DSPARTIIEriT -CHAIRMEN 



A. General Responsibilities 

Division and Department chairmen have five major responsibilities s 

administration, supervision, curriculum development, guidance, and 

coordination and placement in both day and evening programs. 

B, Specific Duties 

1. Administration 

a. Interpret the educational philosophy of the college 
and provide leadership for the instructors of the 
division or department. 

b« Compile and submit reports, budgets and requisitions. 

c. Supervise departmental employees and recommend policy 
for custodial care and msdntenance. 

do Call division or department faculty meetings and appoint 
study committees as needed. 

eo Make recommendations of projected needs for new faculty, 
facilities, equipment and supplies. 

f. Assist with the selection of new teachers, scheduling 

cJ classes, room assignments and planning new facilities. 

2. Supervision of Instruction 

a. Initiate, organize and direct programs of professional 
growth for members of the division or department. 

b. Carry on a continuous program of evaluation of instruction. 

3® Curriculum Development 

a. ReCiommend course patterns for majors and participate in 
course revision. 

b. Cooperate with other department, chairmen and with 
division heads in curricular planning. 

c. Foster activities which will augment the educational 
program of the department, e.g., field trips, club 
activities, etc. 

d. Assist the librarian in selecting library books and 

other instructional aids. » 

Uo Guidance and Placement 

a. Advise students and the placement office about jcr 
opportunities in the community and serve as a scui\e 
of occupational information. 

5. Additional Responsibilities 

a. In addition to the above responsibilc t common to all 
di-'ision and department chairmen, cf crmen cf the 
teohrcLcal -vocational departments vn ■ ’ 

(l' Confer frequently with ’ v»-- - --f business, 

industry, labor and agn* \ilture I’lr-ure that the 
depart menc's program is mcetin; needs, 

v) Partj. ipate in the work ''f ' ' ''ry groups. 
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CABRILLO COLLEGE 



Divis XI Chairman 



C. 



Released Time: 

Size of division staff: 



1- 5 
6-15 
16-30 
31 or over 



No released time 
1/5 released time 
2/5 released time 
split the division 



The complexity of division with regard to bucket, equipment, speciaj pro 
g^s and7elated duties will also be reflected in the time aflocation. 

Responsibilities: 

Assist in the determination of need and selection of new staff members. 

Counsel with staff members regarding teaching procedures, testing techniques, 

grading and record keeping. . • •• u 

Assist in ihe preparation of teaching assignments including hours, room use and 

subjects. I I j * 

Oroanize the presentation of the divisional budget. r . i 

^fTregular divisional meetings tor the purpose of communication, professional 

arowth, and in-service training. j. . * u- 

Be o resource person and aid to nevr teachers in finding answers to their teaching 

PiovS^w^ip in the development of the curriculum of the division. 

Coordinate the selection of texts. r * rr 

Provide requested information regarding the classroom perfoimance of statt 

Be r^^insible for the inventory, maintenance ond security of facilities and 

eouipment used by the division. ....... . ■ ^ i 

Workdosely with the members of the high school staff in curriculum develop- 

ment and coordination. 

Librarian. Responsibi I ities: 

Supervise and direct the operation of the library in accordance with sound 

Requlsiti^ nw for the library upon recommendation of staff and approval 

of the President. 

Promote the effective use of available library materials. 

Act as Chairman of the Library Committee. 

Meet with the Division Chairmen at regular meetings. 

Promote liaison with each instructional division. 

DIVISION ORGANIZATION. The instructional departments of the college are 
organized into six principal divisions. Each division contains technical and voca- 
tional curricula. 



CABRILLO COLLEGE 
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Pre~’ Professional 
Health 
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Business Education 



Accounting and Bookkeeping 
General Business 
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Merchandising 
Real Estate 

Secretarial and General Office 
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CERRITOS COLLEGE 



DIVISION CHAIRMAN 



^ Administer the ^ffalrs of the division including the following duties and 
responsibi lities. 

1. Be responsible for: 

A. The Development of curriculum. 

B. The improvement of instruction. 

The Vertical In-Service Education Program. 

The evaluation of instructors through conferences, 
classroom visitations, and written evaluations. 

€. Securing substitute instructors and maintaining 
liaison with the Office of Academic Affairs. 

F. Submission of course outlines. 

t. Recommend: 

A. The annual budget. 



B Schedule of classes. 

C. Instructor assignments* 

D. List of textbooks. 

E. Assistant chairman and/or department chairmen to 
thj Vice President for Academic Affairs. 

F. To the Academic Cabinet employment of 
personnel • 

3 . Copies of annual report to Deans of Academic Affairs and 
Vice president for Academic Affairs. 

4. Teach classes. Load determined by administrative policy. 

5 . Approve requests and requisitions. 

6. Provide leadership for the professional growth of Instructors. 

7 . Conduct division faculty meetings. 

8. Assist in the articulation with high schools, colleges, business, 
industry, and the professions. 

9 . Serve on Curriculum Committee. 

10. Perform other duties as may be assigned. 
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CERRITOS COLLEGE 



ASSISTANT DIViS;:N CHAIRM/\W 

1. Be responsible to the Division Chairman. 

2. Assist the Division Chairman In carrying out his duties 
and responsibilities as stated ^n the job description. 

3 . Perform assigned responsibilities to be designated by 
the Division Chairman. 



DEPARTMENT CHAIRMAN 



1. Be responsible to the Division Chairman. 

2. Assist In carrying out departmental responsibilities 
as assigned by the Division Chairman. 



CHART OF ORGANIZATION 
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CHABOT COLLEGE 



SOUTH COUNTY JOINT JUNIOR COLLEGE DISTRICT 
OF ALAMEDA COUNTY AND CONTRA COSTA COUNTY 

Administrative 
Position Description 



Position 



DIVISION CHAIRMEN 
General Description 

Division Chairmen are responsible for the direction and supervision of 
curriculum and instruction in their Divisions, including liaison between 
faculty and administration. Each is responsible directly to the appropriate 
Assistant Dean of Instruction. 

Duties and Responsibilities 

The Division Chairmen shall: 

1. Supervise and provide assistance and resources to instructors. 

2. Foster and maintain high standards of instruction. 

3. Be responsible for framing the objectives of the curriculum of the 
division and for the divisional consideration and evaluation of 
course proposals. 

4. Assist in the preparation of and recommend course objectives 
and course outlines for each divisional offering. 

5. Recommend instructor and room assignments and provide other 
information for the Class Schedule. Assist in administering 
the Class Schedule. 

6. Assist in the selection and evaluation of faculty in the division 
and provide for appropriate faculty involvement in the selection 
process. 

7. Carry out a program of orientation and in-service education for 
all instructors in the division. 

8. Provide lists of acceptable substitute instructors to the 
appropriate Assistant Dean. 

9. Direct and supervise the employment and performance of classified 
personnel, including student clerical and laboratory assistants. 

10. Assist in preparing the College Catalog. 

11. Establish liaison with part-time faculty members and relate them 
to appropriate division activities. 
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CHABOT (con't) 



Position Description - 

Division Chairmen Page Two 



12. Recommend textbooks and lists of special supplies and process 
requisitions. 

13. Prepare and recommend the annual budget request for the 
division. Administer assigned segments of the budget. 

14. Approve requisitions for supplies and equipment. 

15. Assumes general responsibility for division equipment and 
supplies and facilities assigned to the division. 

16. Provide basic data for applications for federal and state 
grants in areas of curriculum and instruction. 

17. Foster the development and use of the library and consult 
with the librarians regarding the library collection. 

18. Provide basic information required for federal and state reports. 

19. Stimulate faculty to maintain liaison with their subject matter 
counterparts in high schools, colleges and universities. 

20. Foster experimentation by the faculty with new teaching 
technology and methods of instruction. 

21. Encourage and facilitate close relationships between the divisional 
faculty and the Student Personnel Office and provide necessary 
counseling and guidance Information. 

22. Perform all other related and implied duties and such others as 
may be assigned by the Superintendent-President. 

Appointment 

The Division Chairmen shall be elected by the Governing Board upon the 

nomination of the Superintendent-President. 



Revised 10/65/bd 
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DEPARTMENT CHAIRMEN 



2440 



Appointment 

1. Department chairmen are appointed by the President upon the 
recommendation of the Administrative Council. 

Responsibility 

!• Department chairmen are responsible to the office of instruction. 
Tenure of Office 

1. Appointment is made for an indefinite period of time with 
annual evaluation. 



Duties 



The department chairman shall be responsible for promoting,, 
organizing and coordinating the program in his department for 
the day, evening and summer session. He shall perform the 
following duties: 

1, Educational Functions 

(a) Recommend curriculum changes. 

(b) Prepare new course outlines and revise current 
outlines as necessary. 

(c) Assist with catalog revision. 

(d) Recommend teacher assignments and class loads. 

(e) Participate in the selection of department personnel. 

(f) Select texts and make requests for library materials. 

(g) Make requests for Federal and State financial grants. 

(h) Participate in the evaluation of staff - at least one 
visit per semester for each evening part-time teacher 
with conference and a written report to the office of 
instruction. 

(i) Work vjith advisory committees. 

(j) Work continuoiisly with department members for improvement 
of instruction through in-service education. 

(k) Supervise summer session instruction when employed as 
a summer school teacher. 
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CIP.'US COLLFGF rcon't) 

2440 

(2nd page) 

2. Staff Functions 

(a) Call staff meetings as needed (minimum of four (4) each 
with minutes of meetings given to office of instruction) . 

(b) Conduct orientation meeting before the beginning of 
each semester with part-time evening staff. 

(c) Maintain regular office hours on regular school days. 

3. Business Functions 

(a) Prepare an annual departmental budget. 

(b) Submit specification and bid lists for equipment. 

(c) Select bid items which meet specifications and depart- 
mental needs. 

(d) Make an annual departmental inventory. 

(e) Order departmental supplies. 

(f) Assist with the development of ’sliding plans. 

(g) Recommend the hiring of needed part-time classified 
employees - l.e. readers, clerks, etc. 

(h) Approve conference attendance for members of depart-^ 
ment, (sending the application form to the President s 
office one month prior to date of conference) . 



Approved 3/4/64 
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COALINGA COLLEGE 



DIVISION HEADS: DUTIES AND RESPONSIBILITIES 

1. Conduct monthly staff meetings, and submit minutes of each meeting with 
any reconmendations to the Dean of Instruction. 

2. Serve as members of the Curriculum Committee and the Library Committee. 

3. Be available for consultation and for providing information needed by 
individual administrators witLln the scope of their respective duties. 

4. Teach assigned classes and maintain established office hours as approved 
by the Dean of Instruction. 

5. Responsibility to the Dean of Instruction for the following: 

a. Promotion, organization, development, coordination, evaluation and 
recommendations for revisions in the instructional programs within 
their divisions, and the development of current course outlines for 
all courses within their divisions. 

b. Facilitation of liaison between division members and instructors of 
similar subject matter fields in district high schools and neighboring 
colleges. 

c. Coordination of follow-up studies of students within their division. 

d. Accept responsibility for registration activities, as assigned by the 
dean of Instruction. 

6. Responsibility to the Dean of Business Services for the following: 

a. After reviewal and approval of budget requests from mefld>ers of their 
division, recommendations for the purchase of these supplies and 
equipment. 

b. Review textbooks being used and make recommendations for additions or 
change in the list of official adoptions. 

c. Be responsible for receiving from all instructors in his division the 
inventory of all property assigned to the division. 

7. Shall be aware of the responsibilities of other personnel assigned to him 
and respond accordingly. 

Revised 8/66 
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Deputy Superintendent 
Also Ass i stent Superintendent 



CCMPTON JUNIOR COLLEGE 



10. PcpartiBent Chainnen 

Departaent Chairaen are appointed by the President 
of the College and hold office subject to reeppoinf 
aent. The Dean of Instruction works closely with 
the Oepartaent Chairaen in their areas: 

Business Hr. jerry Valenta 

English Ruth Lewis 

Foreign Unguage Hr. Martin Rauhut 

Industrial Technology Hr. Roger Beaa 

Library Hr. Lloyd DeGarao 

Life Science Or. Joseph Stubblefield 
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Hathematics 

Husic 

Nursing 

Physical Education (Hen) 

Piiysical Education (Women).... 

Physical Science 

Social Science .J 



Mr. Frisby Lockard 

Nr. Hart in Rauhut 

.. Hrs. Alice Greenough 
•• Hr. Raymond C. Brown 
Hiss Louella Oaetweiler 
....Hr. Victor Hunsaker 
....Or. Kenneth Unstead 



Department Chairmen are» in their special areas, the ad- 
visers and consultants to the administration. They 
ocMpy these positions by their acquaintanceship with the 
conimnity and its educational program, their breadth of 
training and their knowledge of their special areas, and 
their concern for the overfall development of sound col- 
lege services to the students of the community. Their 
final concern must be for the welfare of the College, the 
general college program, and their interest and concern 
in the stress of the individual faculty members in their 
areas. They will also have the following responsibilities 



a. General 



(1) To interpret to their departmental staffs the 
educational philosophy of the College and to 
assist In implementing this philosophy through 
the curricula and the instructional program 

(2) To advise their departmental staffs as to ad- 
ministrative policy and to conduct the activi- 
ties of their departments within that policy 

(3) To foster coordination and mutual understanding 
among the departments of the College 

(4) To foster democratic procedures within the 
department and in the classroom 

(5) To assume leadership in cultivating within the 
department a ^sitive, alert, creative, pro- 
fessional attitude on educational matters, both 
within and without the College 

b. Administration 

(1) To serve on such committees as requested by the 
administration 

(2) To call regular departmental meetings, as directed 
by the administration, to appoint study coomiittees 




- 21 - 



J 



• e 



COMPTON J.C, (con't) 
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within the depertiMnt end to report by written 
minutes to the edministretion the eetivities end 
recommendetions of these groups; end to bring to 
the deportment for recommendetion or ection problems 
end proposels es requested by the edministretion 

(3) To complete end submit reports requested by the 
edministretion end to meintein edequete depert* 
mentel records es requested: to essist end edvise 
their feculty members in the making of officiel 
records 

(4) To essist in the meklng of the ennuel budget end to 
eid in the supervision of the budget through review 
of requisitions, end to ect es edviser to the edmin* 
istretion in the purchesing of tcchnicel meteriels 
requested by their eree. elweys keeping in mind thet 
expeiidiciire of funds shteld elm for the greetest 
educetionel velue end the wisest expenditure of 
public monies 

(5) To eid in the menegement and development of the 
physical plant, maintaining the security of their 
areas, recommending for its maintenance end repair, 
end proposing end advising for its modification or 
enlargement to meet instructional needs 

c. Curriculum development 

(1) To ect es a continuing member of the Curriculum 
Committee 

(2) To essist in the revision of the catalog end pro* 
peretlon of other published materiel related to the 
instructional program 

(3) To bring to the departmental staff statements end 
end interpretations of student characteristics and 
needs as determined by the Dean of Student Personnel 
Services as a basis of curricular changes and im» 
provement of instruction 

(4) To recommend the sequence of courses composing a 
curriculum and to aid in coordinating the activities 
of the departments involved 

(5) To serve when requested in liaison with other junior 
colleges, the state colleges, and the universities, 
of with lay committees of the community, to ensure 
the validity of the College offerings 

d. Instruction 

(1) To assist in the development, supervision, and 
coordination of all courses In their area 

(2) To stimuiate improvement of teaching techniques, 
devices, and methods within their area 
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( 3 ) To stiflHilate the use of library resources, 
audio-visual tpaterials, and other aids to 
instruction 

(4) To recommend the adoption of texts and 
other instructional materials 

(5) To assist in the formulation and adminis- 
tration of a continuous program of evalua- 
tion of instruction in their department 
and the Col lege as a whole 

(6) To aid in the maintenance of grading stand- 
ards and recommend practice and policy 

(7) To aid in the formulation and administration 
of adequate testing programs, both placement 
and evaluation, within their areas 

(8) To transmit to the department the statement 
of success of graduates or others, either 
at other institutions or in the vocational 
field 

(9) To assist in the formulation of the class 
schedule 

e. Personnel Natters 

(1) To assist in the determination of staff by 
indicating skills needed to maintain an 
adequate faculty to meet the programs of 
the department 

(2) To advise on the selection of staff by 
participating in the interview of candidates 
to evaluate the candidate’s technical quali- 
fications in his field, recognizing that 
final choice rests with the administration 

(a) The departmer. ^ chairman's primary res- 
ponsibility is zo be concerned with 
the qualifications of the prospective 
faculty member as might apply to his 
general and specific training in the 
area of the division involved. The 
department chairman will be given full 
opportunity to evaluate the candidate 
through screening of correspondence 
and the papers provided by placement 
services. He will be expected. If he 
is present and available In the com- 
munity, to sit in on the interview. 

He will be asked to evaluate the candi- 
date's scholastic training, his 
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experience, his professional attitude, and his per* 
sonality. The depar^-nient chairman's recommendation 
will be given very serious consideration by the Dean 
of Instruction and the President before any appointments 
are made. The Dean of the Evening Division will coor- 
dinate with department chairmen to the greatest extent 
possible regarding employment of certificated personnel 
for summer and evening sessions. Final judgment, how- 
ever, lies with the President, as indicated above. 

(b) It will be the responsibility of the department chair- 
men to give to the Dean of Instruction a written list 
of additional personnel which the chairman feels will 
be needed in the ensuing year and to identify the ser- 
vices which such additional faculty members would be 
expected to render. The department chairmen are avail- 
able to faculty members in their areas for help and 
assistance in educational problems 

(3) To assist in the evaluation of probationary faculty members 

(4) To advise on the assignment of faculty members, to secure 
the maximum use of their skills and to ensure professional 
growth 

(5) To assist in the administration of personnel policies, ab- 
sences, office hours, professional relationship of staff, 
teaching load, etc. 

(6) To assist in the formulation and administration of an in- 
service training program or programs 

f. Counseling and Placement 

To encourage their instructional staff to utilize fully the 

services of the specialized counselor and the counseling ser- 
vices in order to improve service to the student 

g. Evening Services 

(1) To assist the Dean of the Evening Division in the proposal 
and fonnulation of courses for adults 

(2) To assist the Dean of the Evening Division in the select 
tion of faculty members, scheduling and direction of all 
courses for adults and in the utilization of the physical 
plant during the evening hours 

(3) To assist the Dean of the Evening Division in the articu- 
lation of the summer and evening programs 

(4) To assist the Dean of the Evening Division In the orienta- 
tion and guidance of part-time faculty members in matters 
related to curriculum, testing and grading 
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Chairmen of Instructional Departments 

The department chairman will be responsible for: 

Assisting in the developing and maintaining of departmental academic standards 
in accordance with the philosophy and objectives of the College. 

Assisting in the planning, developing, coordinating, and evaluation of the 
curriculum of the department for the Day and Extended Day Programs. 

Participating in the recruiting, interviewing, and the recommend i ng of new 
departmental day and extended day staff members to the division chairman as 
provided by College policies and procedures. 

Assisting in supervising and evaluating probationary departmental day and ex- 
tended day staff members as provided by College policies and procedures. 

Assembling and submitting departmental budgets for the Day and Extended Day 
Programs. 

Recommending and approving departmental purchase requests. 

Maintaining departmental records and inventory controls as required by College 
policies and procedures. 

Acquiring adequate and current library, audio-visual, and instructional material 
resources. 

Assisting in student recruitment for the department. 

Assisting in the preparation of departmental reports and proposals for grants 
and aid under federal, state, or other assistance programs. 

Assisting in preparing the class schedule for the Day and Extended Day Programs 
of the department. 

Coordinating textbook deletions and selections. 

Recommending attendance at conferences. 

Coordinating the development and revision of course outlines. 

Orienting new staff members. 

Supervising student and classified employees within the department. 

Coordinating the student advisor system with the student services of the college. 

Fulfilling such other responsibilities as may be delegated by the director of 
the division. 



CONTRA COSTA COLLEGE 

Director of Liberal Arts and Natural Science Divisions : 2soi castro road 

SAN PABLO, CALIFORNIA 

Responsible for the planning, development, coordination and evaluation of the 
curriculum in the Liberal Arts and Natural Science Divisions. 

Responsible for the recruitment and recommendation to the Dean of Instruction of 
new divisional staff members. 

Responsible for the supervision and evaluation of divisional staff members. 

Responsible for the planning, utilization and evaluation of equipment and physi- 
cal facilities in the Liberal Arts and Natural Science Divisions. 

Responsible for the assembling and submission of the divisional budgets. 

Responsible for the approval of departmental purchase requests. 

Accepts such other responsibilities as may be delegated by the Dean of instruc- 
tion. 



Director of Technical Education Division ; 

Responsible for the planning, development, coordination, and evaluation of the 
curriculum in the Technical Education Division. 

Responsible for the recruitment and recommendation to the Dean of instruction of 
new divisional staff members. 

Responsible for the supervision and evaluation of divisional staff members. 

Responsible for the planning, utilization and evaluation of equipment and physi- 
cal facilities in the Technical Education Division. 

Responsible for the assembling and submission of the divisional budget. 

Responsible for the approval of departmental purchase requests. 

Cooperates in providing liaison in instructional and curricular matters with 
high schools of the area in designated technical education fields. 

Accepts such other responsibilities as may be delegated by the Dean of Instruc- 
tion. 
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Director of Trade and Industrial Education Division! 



Responsible for the planning, development, coordination, 
curriculum In the Trade and Industrial Division. 



and evaluation of the 



Responsible for the recruitment and recommendation to the Dean of 
of new divisional staff members. 



Instruction 



Responsible for the supervision and evaluation of divisional staff members. 



Responsible for the planning, utilization and evaluation of equipment 
cal facilities in the Trade and Industrial Division. 



and physi- 



Responsible for the assembling and submission of the divisional budget. 

Responsible for the approval of departmental purchase requests. 

Maintains liaison with appropriate trade and industrial groups concerning the 
initiation, recruitment, maintenance furtherance, and evaluation of instruction 
in courses or course patterns pertaining to their respective fields. 

Cooperates in providing liaison in instructional and curricular matters with 
nigh schools of the area in designated trade and industrial fields. 

Accepts such other responsibilities as may be delegated by the Dean of Instruc- 
tion. 
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Director of Health Sciences Division ; 

Responsible for the planning, development, coordination, and evaluation of the 
curriculum in the Health Sciences Division. 

Responsible for the recruitment and recommendation to the Dean of instruction 
of new divisional staff members. 

Responsible for the supervision and evaluation of divisional staff members. 

Responsible for the planning, utilization and evaluation of equipment and physi- 
cal facilities in the Health Sciences Division. 

Responsible for the assembling and submission of the divisional budget. 

Responsible for the approval of departmental purchase requests. 

Responsible for maintaining effective lines of communication between the College 
and the health and designated service groups in the community. 

Accepts such other responsibilities as may be delegated by the Dean of Instruc- 
tion. 



Director of Physical Education and Athletics Division ; 

Responsible for the planning, development, coordination, and evaluation of the 
curriculum in the Physical Education and Athletics Division. 

Responsible for the recruitment and recommendation to the Dean of Instruction 
of new divisional staff members. 

Responsible for the supervision and evaluation of divisional staff members. 

Responsible for the planning, utilization and evaluation of equipment and physi- 
cal facilities in the Physical Education and Athletics Division. 

Responsible for the assembling and submission of the divisional budget. 

Responsible for the approval of departmental purchase requests. 

Accepts such other responsibilities as may be delegated by the Dean of Instruc- 
tion. 



Director of Student Activities Division ; 

Responsible to the Dean of Student Services for the planning, development, 
coordination, supervision and evaluation of the co-curricular program. 

Gives immediate supervision to the following co-curricular activities: Student 

Council, Inter-Club Council, student publications, student bookstore, student 
funds, freshman orientation, student transportation and student housing. 

Advises, coordinates and supervises all student organizations and faculty 
sponsors of such organizations. 

Serves as the College representative with the California Student Government 
Association. 
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Respcristble for scheduling events which take place in the Student Center. 
Supervises sti^'^ent use of Student Center facilities. 

Accepts such other responsibilities as may be delegated by the Dean of Student 
Services. 



Director of Counseling Services Division : 

Responsible to the Dean of Student Services for interch-r.nge of information 
between the College and high schools within the service area of the College. 

Responsible for directing a follow-up program of transfer students to other 
four-year colleges with frequent reports to faculty and administration concern- 
ing the success of these transfer students in upper division programs. 

Administers a program of financial aids, scholarships and loans for the Col'iege 
students. 

Supervises the program of educational and occupational information to be used 
by students and counselors. 

Serves as the College representative in answering routine inquiries and letters 
of recommendation regarding students. 

Responsible for the planning, development, coordination, and evaluation of the 
Counseling Services Division. 

Assigns and supervises the extra duty positions available to the counseling 
staff in the Extended Day and Summer Programs. 

Develops and coordinates a program of orientation and in-service training for 
new and continuing staff members. 

Responsible for the supervision and evaluation of departmental staff members 
in cooperation with the Dean of Student Services. 

Coordinates the use of staff consultant and referral resources. 

Assists in the preparation of informational brochures concerning counseling 
services. 

Responsible for the preparation and submission of various applications and re- 
ports involved in financial aids. 

Participates in formulation of the Student Services Policy. 

Accepts such other duties as may be delegated by the Dean of Student Services. 



Director of Admissions and Records Division : 

Responsible to the Dean of Student Services for the planning, coordination, 
supervision and evaluation of the admissions, registration records and other 
functions of this office. 

Maintains appropriate attendance and enrollment data. 
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Prepares attendance reports as required. 

Naintains individual student records and such other attendance and academic 
records as required by law. 

Responsible for the evaluation of students' previous work. 

Consults on selective service deferments, and processes all materials required 
by this agency. 

Determines and reports to the Dean of Student Services on athletic eligibility. 

Determines and reports to the Dean of Student Services those students eligible 
for fhe Associate Degree, and to the Dean of Instruction those eligible for 
Certificates of Achievenient. 

Provides data for local, state, and national reports surveys. 

Responsible to the Dean of Student Services for registration procedures. 

Certifies eligibility of students to governmental agencies, such as for veterans' 
benefits and social security benefits. 

Accepts such other responsibilities as may be delegated by the Dean of Student 
Services. 



Director of Occupational Education 



The Director of Occupational Education shall function in a staff capacity to 
the Dean of Instruction, and shall; 

Organize and develop occupational programs in response to educational and 
community needs in cooperation with the department chairmen and divisional 
directors. 

Maintain liaison with the appropriate offices in the State Department of Educa- 
tion. 



Assist in the development of community and industrial contacts on behalf of the 
occupational programs. 

Assist in the coordination of the functions and activities of the divisions 
engaged in occupational education programs. 

Assist in the preparation of brochures and other public relations materials 
related to occupational education. 

Assist in the determination of skill and technical requirements that affect 
instructional programs in cooperation with divisional directors and departmental 
chai rmen. 

Maintain liaison with the California State Employment Services, the Division of 
Apprenticeship Standards and other agencies concerned with occupational educa- 
tion. 

Participate in regional and state-wide vocational education planning with state 
and federal agencies. 
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Assist with the orgenization and functions of advisory committees as related 
to occupational programs. 



Be responsible for the preparation and submission of the appropriate state and 
federal reports of the Occupational Division. 



Coordinate the Kaiser Foundation Student Nursing Program with the Contra Costa 
College academ*<r program. 

Perform such other duties as may be delegated by the Dean of Instruction. 



Director of the Extended Day Program 

The Director of the Extended Day Program shall function in a staff capacity to 
the Dean of Instruction, and shall: 

Be respmsible for the planning, development, coordination, supervision and 
evaluation of the program for extended day students, and of the summer session. 
In cooperation with the directors of divisions. 

Coordinate and supervise the work of assistants assigned to the program for 
extended day and summer session students. 

Submit to the Dean of Instruction budget recommendations for the program for 
extended day and summer session students. 

Serve as counselor to extended day and summer session students as time permits. 

^.inister the College during the hours of 5 p.m. and 10 p.m., Honday through 
Thursday, inclusive. ^ ^ 



Accept such other responsibilities as may be delegated by the Dean of Instruc- 
tion. 



Director of Community Services 

The Director of Community Services shall function in a staff capacity to the 
President, and shall: 

Be responsible for the coordination, development, supervision, and evaluation of 
the Community Services Program. 

Be responsible for the preparation of news releases and other written media. 
Provide the leadership for the concert and lecture series. 

Coordinate all other lectures, workshops, symposiums, etc. 

Assifne such other duties as assigned by the President. 

Director of Research and Planning 

The Director of Research and Planning shall function in a staff capacity to the 
President, and shall: 

Be responsible for coordinating campus and facility planning activities. 
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Be responsible for directing a program of institutional research. 

Be responsible for acquiring infoniation about new developments in higher educa- 
tion with reference to sources of state and federal funds, and for preparinq 
applications for such funds. 

Be responsible for preparing and submitting special reports and responding to 
questionnaires. 

Assume such other duties as assigned by the President. 



Director of Administrative Services 

The Director of Administrative Services shall function in a staff capacity to 
the President, and shall: 

Plan and organize the business activities of the College under the direction of 
the President. 



Coordinate the preparation of the annual budget and maintain records of College 
expenditures. 



Process all requisitions and requests for supplies, equipment and services orig- 
inating at the College. 

Be responsible for the collection and deposit of all funds, except bookstore 
accounts, collected by the College. 

Supervise the personnel involved in the business affairs of the College, includ- 
ing the PBX operator. 

Supervise the Production Laboratoi^. 

Supervise the operation of the College cafeteria, exclusive of its instructional 
use. 

Be responsible for the operation, maintenance, repair and upkeep of College 
buildings, property, and equipment. 

Inten^iew all applicants for classified positions and supervise the initial 
testing and screening before placing names of those selected on the list of 
qualified applicants. 

Supervise the preparation of the College payrolls. 

Direct enforcement of College parking and traffic rules and regulations. 

Provide for the transportation of students and other College personnel. 

Supervise all use of all College vehicles. 

Perform such other duties as may be designated by the President. 
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Coord instor of H3n3<|en>cnt 3nd Supervision 



The Coordinator of Management and Supervision shall function as a department 
Chairman in the Division of Technical Education, and shall: 



Be responsible for the promotion and development of the District-wide 
of Management and Supervisory Training. 



program 



k responsible for maintaining effective lines of communication with industrial, 
business, and governmental groups within the community and within the field of 
management and supervisory training. 



Be responsible for assistance in the development of the Management and Super- 
vision Program; instruction in classes in supervisory training; assistance in 
the selection of instructors in the Management and Supervision Program; assist 
ance in the supervision of instructors assigned to the Management and Super- 
vision Program; serving as the school representative to work with the appro- 
priate advisory committees. 



Cooperate with College counseling and guidance staff and assist in the re^is- 
tration of management and supervision students. 



Maintain effective public relations through personal contacts at industrial 

IITIV- agencies, and governmental agencies for the efficient promotion, 
establishment, and operation of the College's Management and Supervision Pro- 
gram* 



Accept such other assignments as may be delegated by the Dean of Instruction. 



CONTRA COSTA JUNIOR COLLEGE DISTRICT 
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SECTION 1.9 



SUBJECT AREA COMMITTEES: THE DEPARTMENTS 

The advisory committees established for the advancement and development of 
teaching fields are known as departments . These committees are headed by a depart- 
ment chairman who is elected according to the following procedure (as specified by 
the Advisory Committee on Campus Administration); 

1. Nominations are submitted to the department head one week in advance 
of the nominating meeting: there are no nominations from the floor. 

2. Election of department heads are to take place sometime wfthin-the— 
fast tHrrty-day9-ef-«>nstPuet«>en-«>n-the-seheef yeaer 

prior to the completion of the fall class schedule. 

3. The candidate elected mj^t receive a majority of votes. If there 
is no clear major! ty, a run-off must be conducted between th <5 two 
candidates receiving the highest number of votes. 

4. The new department head takes office as soon as elected. 

The DEPARTMENT CHAIRMAN represents the curricular department or area as it 
advises with the administration, the Committee on Instruction, and professional 
organizations. His chief responsibility is to give leadership in the improvement 
of the department's offerings and the methods of i nstruction;7he-depai*«men« 
ehai-mien-at-Df-abl-e-Val-fey-eefl-ege-have-ehesen-net-te-be-i'nvel-ved-i'n-the-evaluati'en 
af-ppeba9«-anaiiy-teaehei»st-thei»efai»eT-eval-Mat«-ng-baeemes-the-respans«-b«-|.«-9y-af-9he 

a9st99an9-deans7-9Ke-dean-af-fn99i*uet tan7-and-9he-pi*e9tdeR97- also evaluation of 
teachers. 

Besides calling and chairing meetings, the department chairman originates 
recommendations for the budget, supervises the expenditure of the budgeted funds, 
participates In the interviewing of teacher-candidates and in making recommendations 
for appointment to the president. He works with new teachers to help them receive 
necessary services and materials (text, course outlines, etc.) to understand the 
curriculum as presently specified, approved, and on file in the Office of Instruction, 
to become familiar with the philosophy and practices of the college and the department. 

Since the departments are parts of divisions supervised by an assistant dean 
of instruction, the department chairman works closely with the assistant dean on 
matters of curriculum, personnel, and budget. As consultants, the assistant deans 
attend department meetings, refine preliminary budgets, coordinate class assignments 
and schedules for their divisions, and generally act in liaison between the adminis- 
tration and the department. 

Department chairmen are given released time for the performance of their 
assignments according to the following formula: One fifth time released for 

6 to 15 instructors and two-fifths for more than 15 instructors. 
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Division Cha I rmen 



CUESTA COLLEGE 



1. Appointment 

a. Division Chairmen shall be r^co'nmended by the President- 
Superintendent for appointment by the Board of Trustees. 

b* Division Chairmen shall be directly responsible to the 
Assistant Superintendent, Educational Services. 

2. Duties 

Division Chairmen shall: 

a. Be responsible for the organization and supervision of his 
division. 

b. Be responsible for coordination In his division between the 
day, evening, and summer session. 

c. Be responsible, with the Counseling Department, for approving 
appropriate courses for students who are majoring In his 
division. 

d. Recommend curriculum changes. 

e. Be responsible for preparation and revision of course outlines. 

f. Recommend Instructor assignments and class loads. 

g. Be responsible for In-service education In his division. 

h. Be responsible for the selection of textbooks and library 
materials for his division. 

I. Prepare an annual budget request. 

J. Prepare an annual division Inventory* 

k. Submit specification and bid lists for equipment. 

l. Be responsible for the control of the division budget. 

m. Assist In preparation of requests for Federal and State financial 
grants. 

n. Order and verify receipt of division supplies and equipment. 

o. Participate In the selection and evaluation of division personnel. 

p. Recommend the hiring of part-time classified employees as 
needed by his division. 

q. Perform special responsibilities as assigned by the Assistant 
Superintendent of Educational Services. 

3. Term of Office 

The Division Chairmen shall serve their appointments for an Indef- 
inite period of time. Their performance shall be subject to an 

annual evaluation. 
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E. DUTIES AND RESPONSIBILITIES OF THE AREA rwATRMAW 

Under the direct supervision of «.ne Dean of Instruction, the 

Area Chairman performs the following duties: 

1. Gives general Ins true tloiial leadership to the area as 
defined. 

2. Assists the Dean of Instruction as assigned. 

3. Recommends to the Dean of Instruction any policies, pro- 
cedures, and financial or Instructional suggestions for 
the maintenance and Improvement of the College program. 

4. Assists In the evaluation of all full-time and part-time 
Instructors. 

5. Supervises the Extended Day program of the College and Is 
on duty two evenings a week to give general leadership to 
the Extended Day program. Including discipline, campus 
security, and routine administrative problems, and has 
responsibility at this time for action In cases of emer*'- 
gencles. 

6. Assists the Dean of Instruction with class scheduling, 
preparation of budget and budget control, textbook selec- 
tion, preparation of course outlines, and generally coopera- 
ting In curriculum development. 

7. Conducts meetings of the area and/or subject field at least 
monthly. 



- 41 - 



Eh CAMINO COLLEGE 



ORGANIZATIONAL CHART (Adainistration and SuperviSAun) 



2310 



f DISTRICT ELECTORATE 



_J 

[Board of Trustees | 



President 




Dean of 
Men 



Dean of 
Women 



Dean of 
Adiiiissions 
and Records 



Dean of 
Counseling 
& Placement 



♦Vice President 




♦Vice President 


p AVice President 


Student Personnel 




Instruction 


1 Business 

* 1 ■ ■ 



I 



L 



Coor<finator 
Research & 
Placement 



Coordinator 

Registration 



Coordinator 

Student 

Activities 



rolicy 

Adopted: 10/14/63 

Amended: 4/11/66 



Dean - 

-^Phys. Educ. 
& Athletics 



ri 



Dean - 
^ Business 
Education 



Dear ' 
Fine Arts 



Dean - 
humanities 



Dean - 
Math • & 
Engineering 



Dean - 

Natural 

Sciences 



Dean - 
Social 
Sciences 



Dean - 

Physical 

Sciences 











Coordinator 




Dean - 






Coordinator 


Instruction 




Business 






Food 


Curriculum 




Affairs 






Services 




-{ 






Coordinator 


k 


Purchasing 






Supv.Maint. 


Library 




Supervisor 






& Oper- 








ations 



Student 

Store 

Manager 



Dean - 




Coordinator 


Indust «*y & 




Industry & 


Technology 




Technology 



Coordinator 
Nursing 



3 



Key: ^Acting President in 

absence of President 
on rotational basis 



Duan - 

Conmunications 



Coo. iinator 

Public 

Information 



ERIC 



- 42 - 



EL CAMINO COLLEGE 



2120.1 



Deans of Instruction 



toch Dean of Instructicn, under the gen al direction of the President of the 
Allege and the umediate supervision of the Vice President - Instruction and 

objectives and philosophy of the College, is responsible 
Dortion °”"^‘.‘’‘^8®"tzation, administration, supervision and operation'^f that 
^rtion of the instructional program assigned; accepts all delegated responsi- 

affaiJ; “ ti:rDivisio“®“'"’ leadership in administering the’ 

The duties of a Dean of Instruction include: 

^^nication : Interpretation and application of the policies of the 

of rec^n^J“* and atoinistrative rules and regulations; transmission 
of recommendations and information between staff and a<bainistration. 

a^iculum and Instruction: Analysis of trends in curricula; development 

and recommendation of courses and curricula; evaluation of the instrM- 
^onal program and evaluation and recommendation of instructional 

audio-visual aid. 

Provision of instructional leadership including in-service edu- 
cation and conference attendance; determination of needs for,"«^- 

^Issiffed staffs" tl' "<* evaluation of certificated and 

cUssuIef froff r ’ “<* "bher <S«ties; and assignment of 

Classified staff to work areas, hours and duties. 

. ^dget : Preparation and presentation of the needs of the Division for 

facilities, supplies and equipment. tn^vision for 

in“he^distr lct*^-fh"°“a" P'»8ram with other schools 

in the district, higher educational institutions, business, industry 
and conmunity organizations. * inuuscry 

^ iyision Office : Responsibility for all necessary duties renuired in 

peuti^^f evaluation oTstudInt 
College ” other offices of the 

day “ch administrative 

. ^ College calendar, sub.iect to vacation time, sick leave and ofhnr 

thr^.ri'"’T''®‘' essignment includes responsibiUt^for 

f “tO"<*ed day program and the sumror pro«^ lif 

assignment includes some classroom teaching each year. 

the”T^d'"'r‘j''e ‘0 preferred, a credential which will 

qualify the individual for the position will be acceptable. 



Policy 

‘Adopted: 6/14/49 

Amended: 10/14/63, 5/10/65, 7/25/66 



FOOTHILL COLLEGE 




( 





Futurt Position 
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j« Division C>.c.iir:;cr. Arts Division as Cxaz:ple) - 

( I ) w pcs A ^ «on • 



.-. Division Cnsirr.snship at Foothill College is an 
ocn;inistrauive-ir-s:ructor position on xhe sxaff of 
xhe Dean of Ir.structiono Chairmen work with personnel 
in the Dean of Instruction's Office in the developssent^ 
supervision 9 -<r.d ncorcination of programs assigned to 
tne Division &.id in promoting the interests of students 
in the Division* 



(2) Professional requirements: 
(a) Credentials: 



An administrative or supervisory credential is 
r.ecessar„ Khsnever the amount of administrative 
work exceeos th<«t of teaching; however, this 
need not be a limiting factor for an applicant 
’..'illing to apply himself immediately to the 
task of obtaining a qualifying credential* 

(b) Education and experience: 

Education and experience should be of a sufficiently 
broad background to indicate competency in, and 
understanding of, both transfer and "terminal" 
curriculums appropriate to the junior college* In 
general, these competencies and understandings 
will be evidenced by: 

1 * A minimum of a Bachelor's Degree with a major 
”” that is appropriate to the natinre of the 
curriculums in this Division* 

2jt An advanced degree in a field compatible with 
the language Arts Division or in education* 

3* Meaningful experience in one or more of the 
areas represented in the Division* 

4* Administrative and supervisory experience in 
education or in language arts* 



(3) General responsibilities: 



>de r w*«e ot 
in cooperation with the 
and the Evening College 
have responsibility for 



the Dean of Instructiai and 
Director of Technical Education 
Director, Division Chairmen 
the following: 
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^nc cCw. 

>^W 



iarship in rhe forr.ulationj 
j ar.d revision of curriculuas 
cuwlines; pracar.t division 
o "che Curricuiun Co=irdttee. 



O..Ow^ w-»0«* W^wS LOcma o» 

i;.'.;i'.:i\.ctic.'. ar.d^ whera appropriates with 
tr.a i_rector of Technical Education and 
tne iirecter of the Evening Colleges assuiae 
a tafor role regarding faculty appoint laentSs 
we&c««*ng ^wCkCS cU*d f a i "> s^ gu s c ■ a s > srooitt 
visitations, evaluation of instructions 
tenure s pronotions s and dismssals* 

3« Coordinate the reccxinendatic^.s of appropriate 
texts and other teaching naterials. 

Certify to the Dean of Instruction, for 
payroll purposes, attendance of all personnel 
in the Division, approve faculty reci^ests to 
be absent fren assi^ed classes, and arrange 
for substitutes in case of fac<ilty absence* 

5* Represent the iseobcrs of the Division in an 
administrative capacity. 

6. Edit and justify budget requests of individual 

; forsaulate annual Division 
budget requests for teaching services, 
instructional supplies, clerical assistance, 
operation and maintenance, equipment, library 
resources, audio-visual aids, and travel. 

7. Regulate expenditures within approved Division 
budgets by preparation of purchase requisitions 
and adjustment of funds within the Division* 

8* Assume responsibility for providing within the 

” Division an esprit de corps ainong the stvjdents 
of the Division through such raeans as meeting 
with majors, students' activities related to 
the major, interest in individucil student's 
aspirations and goals, awards for outstanding 

(b) Coordinatings 

1* Iwep the staff of the Division advised on 
college and divisional procedures and 

1 Q w X o 



46 



STRATIVE CHART 



GLENDALE COLLEGE 




GLENDAlE COLLEGE 



in. Duties and Responsibilities of Division Chairmen . Tlie Division 

mmn fa thff representative of the meflibers Of the division and 

serves on the Curriculum and Advisory Committee. In cooperation 

with members of the division and with the administration^ he has the 
V } following duties and responsibilities: 

A. i^ppoint deparboented committees 

B* MfiJce submit the Schedule of Classes to the D ean of Admissions 
And Records for inclusion in the master schedule. 

C. Make reccomendations to the I^sident and the Ad mini strative 
TiAAn of Instruction regarding (a) the selection of new teachers , 

(b) teaching assignments of the respective departmental faculties^ 

(c) rating of probationary tesichers 

D. Provide that a teacher be present for all classes (secure a 
substitute if necessary) 

E. Make recommendations to the Curriculum and Advisory Committee 
regarding changes in existing courses of study ^ the deletion 
of old courses^ or the addition of new ones 

F. wq^*-** recommendations to the Curriculum and Advisory Committee 
for development And maintenance of sequences of courses within 
the respective department 

G. Approve exceptions which seem necessary and desirable involving 
students working through sequences of courses (recommendation 
to come from counselor) 

H. Nedce recommendations to the Curriculum and Advisory Committee 
regarding prerequisites of courses 

I. Hold departmental faculty meetings as needed 

J. Administer a program of professional growth within the department 
And provide professional leadership, includ ing the promotion of 
such in-service educational activities of faculty such as in- 
service institutes, convention attendance, visitations to other 
colleges and to business and industrial plants 

K. Prepare a dA pA-rianAn tAl budget and submit to the Ad mini strative 
Dean of Instruction. 

L. Submit to the Administrative Dean of Instruction requisitions for 
supplies And equipment and confer with him regard ing them. 

M. Arrange for a ready and pleasant introduction of new faculty 
meiDbers to the department, the College, and the com m u n ity 

N. Make recommendations tc the Administrative Dean of Instruction 
for textbook adopticns 

O. Become familiar with the quality of instruction being given by 
all teachers within the department and, through approved super- 
visory procedures, aid the teachers in the improvement of 
instruction 

P. Interpret policies of the College to the members of the department 

Q. Cooperate with the President in cai'rying out within the respective 
departments the general p^^icies of the College 

er|c 
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NOTE: i, II, Ml ® Indicative of the three levels of administrative 

positions requiring administrative credentials. 



RESPONSIBILITIES OF OTHER MEMBERS OF THE PROFESSIONAL STAFF 
A. Department Chairmen 



I. The department chairmen will advise and assist the Superintendent* 

President and the Vice Pre.,ident for Instructional Services in the 

following tasks: 

a. Determination of the courses, the instructors to teach them and 
the number of sections to be presented in any given semester. 

b. Preparation of the preliminary budget and arbitration of cony>romiscs 
on the allocation of limited funds. 

c. Periodic review of criteria of instructor evaluation. 

d. Appraisal of prospective staff members within the chairman^s 
instructional area for both the Day and Evening Divisions. 

e. Examination of general format and specific adequacy of course 
out I i nes . 

f. Provision of aid to instructors in order to improve instruction. 
Coordination of the participation of departmental staff in intra* 
departmental activities and responsibilities. 

g. Recommendations of research on efficacy of the instructional 
program and review of research findings for implications to 
curriculum and instruction. 

h. Lead departmental re-appraisal of the curricular offerings within 
the subject area and formulate proposals for submission to the 
Curriculum and Instruction Committee. 

i. Provision of leadership in the development of the textual and 
audio-visual library for the department. 

J. Administration of a sound substitution system whereby any loss 
in the instructional hour due to absence will be minimized. 

k. Reduction of personnel problems within the department and the 
provision of arbitration services when they do occur. 

l. Coordination of al 1 aspects of instruction with the corresponding 
departments within the district high schools. Development of 
liaison with colleagues in the state colleges and universities to 
avoid friction but at the same time to prevent violation of the 
objectives of the junior college. 

m. Participation in a public relations program that would foster the 
community college concept and tie the citizenry to Grossmont College 
with the strong bonds of identification. 
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Criteria for selection of 




3800 Gr.033ii0%'T COLLEGE DRIVE 

EL CAJON, CALIFORNIA, 92020 
department chairmen: 



a. Should be tenured. 

b. Must have appropriate academic preparation with the Master's 
Degree normally considered as a minimal qualification. 

c. Capability of reasonableness and objectivity In dealings with 
others. Including other members of his department, administrators, 
students, and the general public. Not to be overlooked here Is the 
Importance of maintaining good relations with his colleagues In 
high schools of the district and with colleagues of Institutions 

to which our students transfer. 

d. Has demonstrated organizational ability. 

e. Has the ability and willingness to present department needs and 
objectives, combined with a broadness of point of view In 
respect to the total college program. 

3* Appointment Procedures 



a. The administration will nominate with the approval of the nominees 
at least one candidate from each department for the position of 
department chairman. 

b. Confirmation of department chairman will occur each May and when 
a vacancy occurs. 

c. The administration Is required to submit with each nomination a 
list of the qualifications of the nominee. 

d. A secret ballot confirmation will be handled by the administration 
and certified by the President of the Faculty Senate. A simple 
majority of department members Is required to confirm the 
department chairman. Results of the conf Imuitlon, Including vote 
count, will be announced to the department in written form. 

e. All members of the department who are members of the Faculty 
Senate are eligible to vote including those faculty members on 
sabbatical leave. 

f. In the event that a candidate does not receive a majority, the 
administration must present a new nominee to the department. 

A. Compensation by released time 

a. Department chairmen will be released the equivalent of three 
lecture hours each semester If the full-time equivalent 
department members total six or more. 

b. Department chairmen will be released the equivalent of three 
lecture hours in the spring semester If the full-time equivalent 
department members total three to six. 
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c. No formal arrangement for released time will be obtained in 
those departments with less than rhree full-time esuivelont 
Instructors. 



5« Department chairmen for the academic year 19^6-67 



Art 

Behavioral Science 
and Philosophy 
Biological Scle*tce 
Business and Economics 
Drama 

English and Journalism 
Foreign Language 
Guidance 
Library Services 
Music 

Physical Education 
and Health Education 
Physical Science 
and Mathematics 
Social Science 
Speech 

Techn I cal - Voca 1 1 ona 1 



Miss Marjorie Hyde 
Mr. Lee Roper 

Mr. Jack Wi 1 ton 
Mr. Donald Anderson 
Mr. Martin Gerrish 
Nr. Ray Reynolds 
Nr. George Washington 
Nr. Lawrence Woodward 
Nr. Thomas Hepp 
Nr. Carroll Reed 
Nr. William Gillespie 

Nr. Ray Resler 

Nr. Thomas Ruth 
Mr. Jack NcAuley 
Nr. C. Allen Paul 
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Department Chairmen 



Two years ago department chairmen were designated. They received 
extra compensation for their services which consisted of making 
the departmental budget, determining class offerings for the 
semester, and holding departmental meetings. 

This current year, in larger departments, the department head has 
been given released time idiich permits the individual to teach a 
4/5 load rather than a 5/5. It is expected that a certain amount 
of supervision will be provided by all department heads but in such 
a manner that it is informal as coiq>ared to supervision done by the 
adadnis t rat ion . 

Department heads are involved in the selection of new staff, and 
department heads do assume responsibility in the recouiuending of 
staff for re*employment • 



9/19/66 
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226.-4 Division Chairman 

It is anticipated that- no division chairman will be designated for 
the academic year 1965-1966. It is expected, however, that growth 
of Laney College will create in the near future conditions requiring 
the selection and regular assigranent of division chairmen, supple- 
menting the present reliance on departmental organization with 
assigned departmental chairmen. 

Such conditions will become evident with emergence of larger in- 
structional units involving assignment of six or more certificated 
instructors on regular contract status, more often than not including 
instructors on nailtiple disciplines or vocational areas. Duties and 
responsibilities of the division chairman are expected to closely 
parallel those now assigned to departmental chairmen, excepting 
that they may require more time and effort because of increased 
size and complexity of the operational unit involved. For this 
reason, it is hopefully expected that release time in approximation 
of 0,4 of the normal teaching load may be provided for performance 
of divisional responsibilities. Clarification of details relating 
to qualifications, selection, assignment term and other factors of 
this func^ 2 i.nal operation must await further study and agreements 
between administration and faculty. 

226.5 Departmental Chairman 

Each instructional department, with four to six regular instructors 
on contract assignaient in a single discipline or vocational area, 
may annually elect one of its permanent staff to serve as department 
chairman for the academic year. The election shall occur as early 
in the semester as possible, preferably within the two weeks following 
the start of classes, and the results of the election will be made 
known to the dean of instruction. Should the department prefer not 
to elect its chairman, or should it be unable to agree on the selec- 
tion of its chairman, the dean of instruction may recommend a candidate 
to be appointed by the president after the second week of classes. 
Normally, the chairmanship will rotate among the permanent staff 
annually and two consecutive years of service will be regarded as 
maximum unless a request for exception to the rule shall be approved 
by the Laney College Council. Service as departmental chairman may 
not be conq>ensated by extra remuneration under current provisions of 
the Board Policy Manual . Compensation in the form of release time 
for departmental duties will be instituted as quickly as budget pro- 
visions will permit. 

Ihe Departmental Chairman is responsible to the Dean of Instruction 
or the designated Assistant Dean for performance of the following duties: 

1. Serves as chairman of departmental meetings of regular staff. 

2, Recomnends the assignment of instructors within tbe department 
and prepares a preliminary master schedule of classes. 



er|c 
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226.5 Departmental Chairman (Cont.) 

3. Gives leadership to preparation of departmental recommendations 
for curriculum development, evaluation of instruction and 
catalog materials. 

4. Reviews with instructors annually admission prerequisites for 
entry to courses or curricula. 

5. Prepares department recommendations on staff additions, textbook 
selections, library material and so forth. 

6 Consolidates and submits departmental preliminary budget requests 
for instructional supplies, equipment, alterations to buildings 
and so forth. 

7. Assists with recruitment, selection and evaluation of certificated 
staff. 

8. Provides leadership to in tra departmental problems of articulation 
of course offerings and curriculum development. 

9. Coranunlcates the consensus of departmental staff regarding sug- 
gestions, requests or recommendations to the dean of instruction 
or his designate. 

10. Performs such other departmental duties as may be required. 

226.6 Head Instructor 

Usually appointed on an annual basis by the president, acting on the 
recouBiendation of the dean of instruction, the head instructor provides 
desirable leadership in a single discipline or vocational area with 
two to four instructors on a regular contract status. No release time 
Is provided for the performance of normal instructional area duties. 

The Head Instructor is responsible to the Dean of Instruction or his 
designated representative for the performance of the following duties: 

1. Serves as chairman of instructional area meetings and is assisted by 
a coordinator, if one is assigned, who acts as a co-.. ltant. 

2. Representing the consensus of the certificated staff, prepares 
reconmendations for the improvement of instruction and curriculum 
development. 

3 ^ Provides leadership to operations of the instructional program. 

4. Consolidates preliminary budget requests for annual supplies, equip- 
ment, and instructional materials for transmittal to the dean of 
Instruction. 

5. Assists, as requested, in the selection, assignment and evaluation 
of certificated staff within the instructional area. 

6. Assists in the recruitment, selection and advisement of students. 

7. Perforros such other duties in the area as may be required. 
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DIVISIOH CHAIRMAH 

The purpose of Division Chairmen is io strengthen the efficiency and create a 
more effective environment for the operation of Lassen College* Lassen College 
ha.ft three Division Chairmen at this time* The Divisions and areas of 
instruction are: 

A* Mathematics and Science 
1* Mathematics 
2* Engineexlng 
3* Physical Science 
U* Life Science 

B* Liberal Arts 

1* Social Sciences 
2* Eiiglish and Related subjects 
3. Health and Physical Education 
h* Art-Music 
3* Psychology-Philosophy 
6* Foreign Languages 

C* Vocational 
1* Business 
2* Gunsmithing 
3* Forestry 
Agriculture 

The general duties of a Division Chairman are: 

To disseminate, gather, coordinate, and implement infoxnuttion, policies, and 
regulations between the instructors in the division and the administrative unit* 

The specific duties and responsibilities include: 

A* Check budget requests from instructors of his division* 

B* Make recommendaticms as to the budget needs for the following year* 

C* Make recommendations for the purchase of library books and periodicals* 

D^ Make recoanendations for the preparation of class scheduling, final 
examinations schedule, teacher assignments, and teacher load* 

£* Hold group or individual meetings with instructors assigned to the 
division* To implement A, B, and C* 

F* Make recommendations as to curriculum, and college and district policy 
changes* 

G* To assist the individual instructors in the formulating and writing of 
projects under h*D*E*A* or 88-210 for U*S* government assistance in 
getting needed equipment* 

H* To attend all Division Chairman meetings called by the Director* 

I* A Division Chairman will be called on to make recommendations in teacher 
evaluaticms and for teacher retention or dismissal* 

J* To assist instructors in the Division in the revision or creation of 
course outline when necessary* 

K* Assist the instructors of the division in the completion of inventories of 
equipment and to check inventories* 

L* To carry out any other tasks or projects assigned by the administration 
that require the aervices of the division cheizman* 
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‘President of Aeadenio Senate represents instructors in Cabinet of President oeetings 
when requested by the Aoademie Senate or the adadnistrati nn« 

(The Public Inforaation DepartneLt Head, Mr. Drury, attends staff nestings when requested.) 
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The department head shall be responsible for the instructional program of 
his department^ regardless of the location of classes. He shall cooperate vdth 
all members of his department and his recommendations to the dean of instruction 
shall reflect the majority opinion, A department head shall perform the following 
duties: 

1. Recomnend to the dean of instruction texts and other instructional 
materials. 

2. Recommend to the dean of businf^ss services the annual departmental 
budget - facilities^ equipment^ materials, and supplies; anticipate 
and initiate requisitions for supplies; maintain annual inventory 
of department equipment and supplies. 

3. Maintain an active role in the development and upgrading of the 
instructional program of his department - new courses, revision of 
existing offerings, updating of course outlines, and catalog materials, 

4. Submit recommendations regarding the best utilization of staff - 
teaching load, teaching assignments, and class size. 

5* Recommend the fall, spring, and summer session departmental schedule 
of classes for all locations. 

6. Advise the dean of student personnel services of needed guidance 
services related to departmental offerings and requirements at all 
universities and colleges to which our students transfer. 

7. Organize and implemait the testing and screening procedures for 
placement of students at proper levels in subject fields. 

8. Meet bimonthly, and as needed, with monbers of his department and 

the dean of instruction to discuss, p3.an, and develop the instructional 
program of the college, 

9» Assist the dean of instruction in the selection of personnel for the 
departmental staff, day and evening, 

10, Attend meetings of department heads called by the dean of instruction. 



6/9/65 
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DUTIES OP DiyiSTOM CHAIRMAN 



A division chairnan shall perform the foUoMiiig duties: 

1« Meet regularly %fith the dean of instruction to evaluate the. 
academic program of the college and to fonmilate plans for its 
iig>rovement« 

2. Coordinate the activities of the department heads within his 
division. 

3. Coordinate the offerings within his division and the scheduling 
of staff assignments in more than one department. 

4. ^ter into budget problems of the division only idien requested 
by tile dean of business services^ tiie dean of instruction^ or 
the department heads* 

5* Appoint a ooamlttee to evaluate the acadwdc program of his 
dlvialon ind reooaMnd ehangaa in murieulai to the College 
Oemadttee on Oopvloulimi and batraetlon (to replace f oraer 
instructional area coamdttees)* 

6. Coordinate and sidmdt to the dean of instruction all materials 
from his division to be considered ?y the College 'Coamittee 
on Curriculum and Instruction. 

7. Be available for consultations with the various advisory committees 
that are part of the activities of his division* 
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1h» dmpuimmat chalraMP mpnamAa Ids depsitant in astisrs rsUtlag te 

sU sMaistrstiTS offless of ths eoUscs. 

I. 2L figndlBl AiUHB Hft 0— P tf jygdltflBil 

1. ftspsros rsqpMsts for dsportant snppllss ■non rmtisiMMMiis and 

oquilMOt. 

2. Is rs^ponslblo to tlis Doan for ssfotj sad ssenritj of sdaos- 
tisnal sqni|— nt' in Isbomtoriss sad praporstioB rooas la 
apselsl-ass tosrfrfi^ ststloas. 

3. Is rsapoaaiblo for ssfs^ instroetloo oortrlag nss of tools 
sad asrhinss as wdU. ss sqfiili— it. assd Igr ths dspsrtasnt.. 

H. SsasgcllUliZ i£ iitt P— P sL Stadsats 

1. Rutiolpstos in ths ssloetion sad i^profsl of thoss stadsats 

for dspsitaait honors, ssholsrahips, sad graats-la- 

Sid. 

2. Ssfsrs stadsats rsqairlng ho4i aith hsalth prdblsas to ths 
Ossa of Stadsats. 

HI. Dosa yf jg^ 

1. ftwo a r s gos stadsats aho assd gaidanoo to ocmtset ths oonnsolors 
offlco. 

2. Hoiks slosolj aith tbsPssa sad with ths eoanaolars in eoorss 
sdflalac of stadsats. 

3. Arspsrss sad sahnits saeh sHosiy reports ss srs roqsirsd tf 
the offleo of sAdsslons. 

ir. iigoudSUa l£ Os Smb fit ASoEyaa 

1. Sidadts pipq p o o sd depart asnt. schsdals of e ls s s s s. 

2 . Rreparos ooar s s oatlinsa of dspsrtawitil offerings, sad aodiflss 
sad oaends those oatliass ss coarse offorlags change. 

3 . Sakolts rseoasnBdstlens of ths depSTtaent for sdditionsl ooariBSf, 
deletions of coaraee, sad aijor aodiflcstioas of eoorss oootsnt. 

4. Hoik aith ths Ossa to schedals ooarss offerii^ aith other 
dspsrtMots sad for the benefit of stadsnt p rogr oas 

5 . fta s its depart asnt al reeosMidBticns for choice of offldsl 
textbooks in sU coorsss offered. 

6. Attends aoetii^ of depiirtaont heads sad chsixaon, sad eonenfs 
iafemstisn to aenbsrs of his deport nent.. Bs, likesiss, 
represents his depsrtaant's opinion to other deportoonts sad 
to ths sAdnistrotlon 
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DUTT STATOfFir 
DEPARnrBR CIUIBIf» (eont.) 

IV. Bs«DimaiM.litT to the Dtan of In«t ruction (cont.) 

7. It retponsiblo for the orientation of now maatm of his 
departaant. 

8. fhrtieipatos in the interviewa for the selection of now 
instroetore in his depart a e nt . 

9 Prepares and edtaite perfonanee ratinge of eobetitiites and 
probationaiy Instiaetoro. 

10. Bepraeaits the departaant in official aeetings called tgr the 
district and reports to ths dean and to aadwrs of the depart- 
asnt. 

U. Supervises instruction in all courses offered tgr the depart* 
asnt. 

12. Participates in ths coopilation of aaterials used in the 
organist classrooa teaching report. 

i3* Beqaests librasjr and audio-risual aec|aisitions suggested hgr 
teaohli^ staff and tranaaits these requests to the Dean who 
is flhalnan of the Idhraxy Coaaittee. 



V. t^ Dean s£ Brenine Divisioo 



1. necoaaBnda departaaital offerings for the Bvoning Division 
schedule. 

2* Participates in the su p er v i sion of Evening Division class 
offerings^ to insure unifoialty of level of instruction and 
course eontent. 

Hefsndw selection and retaition of part-tias instructors 
in ths departaant. 
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LOS ANGELES CITY COLLEGE 



LOS ANGELES CITY COLLEGE 
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JULY 1965 



LOS A*4GSLES CITY COLLEGE 



DtTIES OF DEPART^'EUT CHAir.:*AIJ 



1 TEACHING 

The chairman serves as a cember of the teaching 
faculty. 

11 CUPPICULUr* 

The chairman has the responsibility of developing 
new curricula^ new courses > and coordinating the 
selection of textbooks and instructional materials 
with the assistance of the faculty. 

111 INSTPUaiON 

The ch'iirran prepares the schedule of classes and 
instructor assignments. He is also responsible 
for the coordination of the instructional program. 

IV PEF^N?JEL AW’IxNISTRATION 

The chairman assists in the selection and evaluation 
of new faculty and other personnel natters. 

V SUPPLIES AND EQUIPfSNT 

The chairman with the assistance of the faculty 
prepares required budgets for equipment and supplies. 
The chairman is also responsible for the security 
of all equipment rjid the maintenance of periodic 
inventories. 

VI CTHEP DUTIES 

The chairman is responsible for such other duties 
as nay be assigned. 



Office of Instruction 
3/21/66 
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LOS ANGELES HARBOR COLLEGE 
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This chart does not show the following coordinators: 
Admissions: Richard D« Noble 

Health: Jean H. llcAlary 

Vocational Education: F. J. Clines 



Los Angeles Harbor Jiinior College 
Special Faculty BiiUetin, Vol. XX, No. 28 
May 8, 1959 - 2 

DUTIES OF DIVISION CHAIRMEN 

1. Assists in development of curriciiluai as a member of the Curriculum and 
Instruction Committee. 

2. ftcepares division schedule of classes. 

3. Acts as liaison between the administrator and the insti*uctor, and between 
the student and the instructor. 

4. Assists in the recru5.tment and selection of teachers. 

5. Assists in apportioning supply and equipment money. 

6. Supervises and evaluates instruction. 

7. Assists the administration in the development of college policies in his 
capjacity as a member of the Administrative Council. 

8. Prepares catalog materials. 

9. Initiates and processes alterations and improvements, mainteriance, and 
repair and replacement requests. 

10. Informs the administration of instructor needs. 

11. Plans covOTing of classes in absence of instructor (s). 

*;2. Prepares division and instructors* reports. 

13* Assists in the selection of textbooks, recoiussends their final approval, 
and orders them. 

14. Promotes and assists in the organization of advisory committees. 

15. 0rien\gi substitute instructor (s) in absence of regular instructor (s). 

16. Holds division meetings. 

17. Makes certain that course outlines and library reading lists are prepared 
by all instructors in the division. 

Pj^ocesses equipment and supplies and audio-visual requests for members of 
the department. 

19. Represents the college and the divj.sion at local and area meetings. 

20. Takes responsibility for the maintenance of grounds and plant. 

21. ^Arbitrates” disputes within the division. 

22. Coordinates examination materials i/ithin the division. 

23. Promotes ordering and use of library materials. 

24. Organises and supervises In-Gervice training and institute programs. 
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LOS ANGELES VALLEY COLLEGE 



g. Responsibilities of Department Chairmen and Representatives. 

The departjnent chairman, under the direction of the President or 

his designated representative, acts as chairman of the instrucUira 

in the d^artment and assists the adminiswatiye staff by 

performing the following duties: 

1) Serves as an instructor* 

2) Reports to the respective Deans the concensus of the department 
relative to class schedules for each member, office assignments 
and room schedules for all classes offered by the department, 
day and evening. He gives technical advice relative to the 
competence of the instructors in the department to teach 
particular courses, and he is respons51>le for the supervision 
of instruction and the administration of standards. 

3) Conducts departmental studies, as needed, on matters 
concerned with scholarship standards, final examinations, grade 
distribution, and related items. 

h) Assists in coordinating a stuefy schedule for each major field 
offered by the department so that students in these major 
fields will not have conflicts in their study programs. 

5) Woxics with the Dean of Instruction for the growth, improvement, 
and expansion of curricula to better prepare students for 
employment. 

6) Informs instructors of the changing requirements of universi- 
ties to which students matriculate, and recommends modifi- 
cations of the courses which parallel university offerings. 

7) Acts as liaison between adainistrators and instructors within 
the department in such matters as instructor's examinations, 
preparation of specifications for instructor's examinations, 
and Ixv-service training activities. 

8) Aids instructors in preparation of syllabi, in textbook selec- 
tion, preparation of . ’•*rse outlines, and the use of audio- 
visual aids. 

9) Represents the President's office in insuring that all in- 
structors in the department who are teaching the sane subjects 
use ^proved textbooks and materials and cover equivalent 
course content during a given period of time. 

10) Introduces new instructors to their duties and responsibilities, 
interprets the functions of the institution as a comiunity 
college for (l) preprofessional curricula, (2) semi- 
professional curricula, (3) extra class activities as a part 
of the educational experiences of the student. 

U) Works with the counselini^ staff in determining departmental 
curriculum for the College catalog. 

12) Assumes responsibility for the selection, ordering, and care 
of the necessary supplies and equipment. 

13 ) Performs related duties as required. 
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UDENTS 



AMERICAN RIVER JUNIOR COLLEGE 



10 



Pi\t> tc«a Chairman 

1 . Recommend to dean of instruction staff changes and additions within the 
division, 

2. Cooperate with dean of instruction in recommending curricular changes and 
revisions. 

3. Recommend to dean of administration the purchase of supplies and equipment 
for the division. 

4. Review and approve budget requests and purchase requests of instructors 
within the division. 

5. V^ork with associate dean of instruction in supervision and evaluation of 
instruction, and in programs directed toward improvement of instruction. 

Pronriotc, organize, develop, coordinate, evaluate and recommend revisions 
in the instructional program of the division. 

7. Assist in selection of new faculty members and make recommendations for 
recruitment of instructors to dean of instruction. 

E. Assist in selection of probationary instructors to be granted temire. 

9. Make recommendations concerning instructor and room assignments, and 
assist the associate dean of instruction in developing the schedule of classes. 

10. Consult with campus director of library services on ordering books, 
periodicals, and records; preparation of lists of titles for reserve 
circulation: and audio-visual supplies for the division. 

11. Teach assigned classes and maintain office hours. 

12. Facilitate liaison between division members and instructors in similar 
subject matter fields in district hiph schools and neiphooring colleges. 

13. Assume responsibility for periodically reviewing and evaluating the 
professional progress of members of the division. 

14. Meet with evening instructors who teach courses that are also offered in the 
day division, and make recommendations directed at having evening courses 
correspond in content and instruction to comparable day classes. 

15. Assume special responsibilities on assignment. 



SACRAMENTO CITY COLLEGE 
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Students 



SACRAMENTO CITY COLLEGE 



Piirisltm o£ PepTfent Chairaan 

Undrr the direction of ch<* approprlnte Aooociate Deen end Penn: 

Ac Acta aa liaison officer between segnenta ooapriaing hie 
division or departBsnt and assuBsa leadership is pcoaotii^ 
the cooperation of the instructional staff. 

b. Assieta in developing and coordinating curricula in tha 
area of his responsibility. 

c. Prepares the budget requests of the division» 

requests for requisitions, and ackno^Jedges itans received 
on purchase orders. 

d. Serves as presiding officer at staff eeetii^. 

a. Assists in the evaluation of the staff and prograns. 

f . Asstaes responsibility for the proper utilisation and 
adequate protection of college property elloceted to the 
division. 

g. Adniniaters division budget. 

h. Assists in the preparation of class sdiedoles end catalog 
■aterials. 

i. Perfoms sudi other duties as nay be assigned* 
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cates partial administration 
n teaching more than half time* 

next page* 



COLLEGE OF MARIN 



CERTIFICATED EMPLOYEES 



DUTIES AND RESPONSIBILITIES 



Division Chatmien 

1. ProuBote, organize, coordinate, and develop division programs under 
the direction of the Dean of Instruction and In cooperation with the 
teachers In the division. 

2. Recosmend staff changes and additions within their divisions. 

3. RecoBsaend curricula changes to the Dean of Instruction. 

4. Be In charge of ordering, maintenance and care of Instructional 
equipment and supplies. 

5. Assist In the preparation and administration of the division budget. 

6. Maintain regular office hours as poster 

7. Report to the Dean of Instruction on the supervision and 
evaluation of instruction and instructors. 

8. Assist In the evaluation of probationary teachers. 

9. Arrange for substitute teachers and report weekly to the Dean 
of Instruction. 

10. Review lesson plans and Instructional materials used by teachers. 

Department Heads 

1. Coordinate sections and classes under the direction of Division 
Chairmen. 

2. Allocate and care for Instructional equipment and supplies. 

3. Assist In the supervision and evaluation of teachers and courses, 
including the evaluation of probationary teachers within the 
department. 

4. Perform other duties assigned by the Division Chairman or the 
Dean of Instruction. 
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Board Policies 2410 



HERCED COLLEGE 
ORGANIZATIOHAL CHART 

1966-67 




MERCFD COL! 



7,22 



DOTIES AND RESPONSIBILITIES OF DIVISION CHAIRMEN 

Under the direct supervleion of the Deen of Inetruct'ion end Assistant 
Superintendent for Instruction^ the division chalman peT'forms the following 
duties: 

!• Gives genersl leadership to the division* 

2* Provides for articulation within the division In the day program 
and between day and ev^lng classes* 

3* Has general supervision of textbooks and ma':erlals ordered for 

classes In the division* 

4* Assists In the observation of classes of part-time evening teachers* 

5* Assists the Dean of Instruction and Assistant Superintendent for 

Instruction with teacher selection* sebedullng of classes* preparation 
of budget and budget control* textbook selection* prepsratlon of 
course outlines* smlntensnce of the course outline file* and general 
assistance In curriculum development.: and the Instructional program* 

6* Prepares news releases concerning the assigned areas of responsibility* 
News releases are to be sidxeltted to the Dean of Instruction and 
Assistant Superintendent for Instruction* 

7* SiAmlts an annual report to the Dean of Instruction and Assistant 
Superintendent for Instructlor.* 
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MODESTO JUNIOR COLLEGE 



DFPARrMeNlAL OR GANIZAT ION 



Iho C ;lty qfo./ped i^'to depot fments, each with a chairman In addition, the I ibiaiion is lecog- 
■‘U* j r\ a Jopartmtr-nt chairman C ho nen ore sub ject to appcdo tme.-nf onr.ually upnn lecommendatiort 

Presi den t The chairman has the central and primaiy ies^nsibillty"for7h(rde~ 
velopment and impiovement of the prog»am and faculty of his area of in«.t(urtion. 

his specific duties are 



I lo coordinate departmental activities in evaluation and development of curnculum 

2. To serve as departmental representative on the Curriculum Committee 

3. To work closely with the Vice President-Instruction, and with the Vice President- Adul t Education 
in the procurement, orientation, and evaluat'on of personnel in the department, both day and 
evening divisions 

4. To prepare department budget requests and to supervise expenditures 

5. To prepare class schedules for the department and to provide for control of sections at registration 
Following is a list of the Department Chairmen; 



Art 

Agriculture 

Business 

Counseling 

Engineering and Engineering Technology 
Home Economics 
I ~rary 

Law Enforcement 

Literature and Language Arts 

Mathematics 

Music 

/Vei//A Oc i, 

Physical Education 
Science 
Social Science 
Speech 

Trade -Technical 



Mr. Paul Corrigan 
Mr. E I nest farone 
M iss Carol Savage 
Miss Vivian Manha 
Mr. Rex Waymack 
Mrs. Irene Carlson 
Dr. William Stanley 
•Mr. Jack McArthur 'Acting) 
Dr. John H. Jennings 
Mr . James Pierce 
Mr. Robert McKnight 
Mrs. Genevieve Johnson 
Mr. Leon Lafaille 
. Hr i . Dm ica n T hem s e n 
Mr Paul Christian 
Dr. Edward McC laity 
Mr Howard Bakei 



MONTEREY PENINSUtA COLLEGE 
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DXmES AND RESPONSIBILITIES 
OF THE 

DIVISION CHAIRMAN 

The Division Chairman shall serve as liaison between the members of his division 

and the administrative officers • He shall be directly responsible to the Dean of 

Instruction on all matters, except those relating to student personnel, in which 

case he will be responsible to the Dean of Student Personnel. 

The Division Chairman shall: 

1. Participate with Administration in the selection, supervision, and evaluation 
of instructors within his division. In this process he will be responsible for 
assisting members of the division to search out the most elective means of 
instruction for the students within that division. 

2. Participate and coordinate with the Administration in the development, 
revision, and evaluation of the curricular offerings of his division. 

3. Coordinate the preparation of requisitions for supplies and equipment for his 
division provid^ tha appropriate clerical help is available. 

4. Assist and coordinate the preparation of the annual budget for his division. 

He will be responsible for presenting and defending this budget but will not 
be responsible for recommending or administering cuts or adjustments in the 
budget . 

5. Administer the day-to-day program of substitute instruction, working in close 
cooperation with the Dean of Instruction who is responsible for recruiting, 
credentlaling and maintaining a pool of qualified substitutes . 

6. Coordinate the preparation of the master class schedule for the division. 

7 . Coordinate the evaluation and equalization of teaching loads within his 
division. 

8. Consult with the librarian regarding the library collection as it relates to the 
curriculum of his division. 

9. Coordinate the activities of the departments within his division as these are 
developed. 

10. Conduct regular meetings of his division to insure effective communications 
among members of the division. 

11. Participate with the Administration in the liaison between the college and high 
schools and between the college and other colleges and universities . 



MONTEREY PENINSULA COLLEGE 
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12 . Participate with the Administration in the liaicon between the college and 
Industry, business and other community groups as it pertains to the division. 

13. Coordinate the preparation of course outlines and textbook selection for the 
division and maintain appropriate files of these activities , 

Method of Selection. Tenure and Compensation of Division Chairmen 

Division Chairmen shall be appointed by the President. Each division will nominate 
two persons whom they consider qualified for the position and will submit these 
nominations to the President. The President will consult with members of the division 
prior to making his final appolntme^*«. . 

In the event that it would be appropriate to bring In a Division Chairman from outside 
of the regular faculty, the Administration will consult with the division first. 

Division Chairmen may be re-nominated for successive terms. 

Division Chairmen will be reimbursed for this assignment as follows: 

1 . Through appropriate reduction in teaching load 

2 . Through hourly pay for supervision of the evening or summer program as 
determined in advance with Administration. 

3. Through the regular salary schedule for extra assignments beyond the regular 
teaching year. 
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(Technology Division) COUNSELOR 

TEACHING FACULTY 






DIVISIONAL ORGANIZATION 



GOLDEN WEST COLLEGE 



The instructional program at Golden West College has been organized into 
seven divisional units each headed by a Chairman. Although it is necessary 
to maintain these operational units as separate administrative identities, 
the artificiality of divisional boundaries is acknowledged. Faculty mead)ers 
are encouraged to develop interdisciplinary or inter-divisional courses and 



curricula when it serves the interests 
Business 
Comnumincations 

Fine & Applied Arts 
Mathematice & Science 

Physical & Recreation Education 

Social Science 

Technology 



of our students to do so. 

Mr. Edwin Aronson, Chairman 

Mrs. Edith Freligh, Chairman 

Mrs. Beverly Grey, Assistant Chairman 

Mr. John Wordes, Chairman 

Mr. David Pierce, Chairman 

Mr. Hayden Williams, Assistant Chairman 

Mr. Fred Owens, Chairman 

Dr. James Catanzaro, Chairman 

Mr. Edward Parsons, Chairman 



THE ROLE OF THE DIVISION CHAIRMAN 



Divisional structure . Divisions at GWC are designed to afford close ties 
between kindred disciplines, and to provide a single basis for the integration 
of the entire curricular and co-curricular program of the college. In 
addition. The division serves as the framework for the advisement of students, 
and as a basis for student government. The division chairman is accordingly 
responsible to the Dean of Instruction and the President for the staffing, 
promotion, coordination, and development of divisional programs relating to 
instruction, advising, and divisional student affairs. 

Curriculum development . In keeping with the cosmitment to instructional 
leadership, the division chairman encourages close liaison with the community, 
and guides the dirision in the constant development of responsible and 
creative educatioual goals and the acceleration of the division's program 
in view of these goals by new and thoughtful means. For this reason the 
division chairman represents the division on the Curriculum Council of the 
college. 

Supervision and evaluation . Also within the charge of the chairman is the 
familiarization of probationary personnel with divisional and college assign- 
ments, and the assistance in professional development of each division 
member. In this light the chairman assumes responsibility, with the Dean of 
Instruction and the President, for faculty evaluation and ensuing reconmen- 
dations. Not only is the direct instructional competence of the division 
member within the ambit of evaluation, but the teacher's role as adviser is 
also considered. Hence the chairman works with the Dean of Students and the 
division counselor in heightening the division's contribution to student 
advisement and student career selection. 

Budget and supplies . Finally, the supervision of the procurement and use of 
supplies and teaching aids is the task of the chairman. The division 
chairman approves all teachers' requests for supplies and equipment. He 
recomoends annually all matters pertaining to the division budget. 



ORANOI COAST JUNIOR COLLIOI DISTRICT 
Orgaoisatlonal Chart 19eS-67 
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0’*ANGF COAST COLLECE 



RESP0HS1BII.TTIES OF DIVISION CHAIBMEM 
Division Chaiimen have the following responsibilities and duties: 

1. Promote, organize coordinate and develop the program of their divisions. 

2. Develop with the Dean of Instruction reconaaendations for staff changes 
and additions within the division. 

RecGamend a schedule of classes for his division each semester to the 
Dean of Instruction. 

4 . Recosnend to President curriculun changes for the division. 

5. Becamend to Assistant Superintendent, Business the purdiase of supplies 
and equipment for the division. 

6 . Tieach classes. 

7. Stimulate ways and means for liiqprovement of instruction within the division. 

8 . Work with high schools to coordinate educational offerings. 

9 . Submit annual written report tc President. 

K). Maintain office hours. 

RESHarsIBIIJTIES OF ASSISTAHT DIVISIOW CHAHMEW 

Under general supervision and coordination of Division Chaiznan, Assistant 
Division Chairmen have the following responsibilities for a designated 
portion of the instruction fields included in the division. 

1 . BecGnmend curriculimi changes. 

2. Assist in the supervision of instruction and stimulate ways and means 
for the Improvement of instruction. 

3 . Beconinend purchases of supplies and equipment. 

4 . Assist the Division Chainnan, upon request, with other work of the Division. 

5 . Maintain office hours. 
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PALOMAR COLLEGE 1966-67 



9. Assistant Deans of Instruction 

Ibe instructional organization of Itilomar College con- 
sists Ox tvo divisions : ftnnanities and Science^ 

Technology end Business. The Assistant Deans ore 

directly responsible to the Dean of Instruction for: 

a. Ihc scheduling, with the departi.:cnt heads concerned, 
of all graded classes in the division, day and evening 

b. Coordination of curricula in the division through 
membership on the Curriculum Coouittee . 

c. Screening of requisitions for eq;uipi;£nt and supplies 
originated by the department within the division. 

d. liaintenance of liaison with the Business MEmager 
regarding departmental budgets and expenditures. 

e. Assisting in the coordination of Adult Evening Div. 
offerings with the curricula of the College. 

f . Coordination and approval of texts used in the day 
and evening programs. 

g. Bsriodic examination of the syllabi for courses 
\rithin the division and reccooendations to depart- 
ment heads for needed revisions. 

h. Interviewing, with the department heads concerned, 
candidates for teaching poi;itions within the divi- 
sion, both day and evening , with subsequent 
recommendations to the Dean of Instiuction. 

i. Bringing to the attention of the administration out- 
standing instructional practices on the part of 
teachers within the division. 

J. Acts as Director of Sumner Session on alternate years. 
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II. ADMINISTRATIVE (HIPJOZATON - C., 9 (Continued) 

k. He renders assistance to instructors in the improve- 
ment of classroom instruction and traasL.its evalua- 
tion repoi-ts to the Dean of Instruction. 

l. & is a member of the Administrative Council n.n<^ the 
Curriculup Committee. 

10. Director of Vocational Education 

The Assistant Dean of Instruction in char^ of Vocational 

Education is responsible to the Dean of Instruction in the 

f oUoving areas : 

a. Ifork with various lay ccmmittecs in each of the 
vocational areas. 

b. Assist and direct continuing surveys in the area of 
vocational education. 

c. Develop projects under the Vocational Iflucation Act 
of 1963. 

d. Represent the College with state and federal agencies 
working \rith vocational and technical education. 

e. Searve as a liaison bet^;een the College and various 
agencies in the County. 

f . Assist the Dean of Instruction and Dean of Evening 
Division in securing qualified personnel in technical 
and vocational areas. 

g. Assist the Dean of Instruction and Dean of iVening 
^lYision in tne coordination of the vocational education 
program, its evaluation, curriculum development and publi- 
cation of brochures. 

h. Coordinates the apprenticeship program in cooperation 
with lay committees. 

i. Provide information as needed to employers or committees 
concerning student progress (non-confidential). 

j. In cooperation with the Dean of Students and counseling 
staff, assists students regarding occuj)ations. 

k. Supervise preparation of budget requests and capital outlay 
requisitions for occupational areas. 

l . Provide leadership at the coordination level when and if 

needed in furtherance of the vocational efforts of ftilomar 
College. 

m. Sibiiiit an annual report of the technical vocational 
program to the Dean of Instruction. 

11 . Director of library Services 

Bie Assistant Dean of Instruction in charge of library Services 

is responsible to the Dean of Instruction in the following ai'eas 

a. Sui)ervising campus libraries. 

b. hnplementing library philosophy and principles as 
determined by Board of Governors and Administration. 

c. Building a cca.iprehensive, well-rounded, up-to-date book 
collection. 
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II, ADMINISTRATIVE ORGANIZATIO?^ - C., 11 (Continued) 

d. Supervising nudio-vlsual depart rjent and learning resource 
materials other than books. 

e. Supervising staff of library assist ants. 

f . lYeparing annual budget for all Library Services. 

g. Maintaining of liaison vlth the Business Manager 
regarding budgets and expenditures. 

h. Iifeking requisitions for equipment and supplies for 
the library operation. 

i. Interviewing candidates for library positions, professional, 
classified, and student, with subsequent recommendations 

to the Dean of Instruction for professional positions, 
and tc the Business Manager for classified and student 
positions. 

J. Scheduling classes in the Department of Library Science. 

k. Conducting periodic examination of the syllabus file for 
courses in the department. 

l. Preparing bibliographies, reports, and questionnaires. 

m. coordinating library purchases of books and learning 
resource materials with the curricula of all departments 
through membership in the Curriculum Committee. 

n. Selecting books and periodicals to supplement courses 
taught in departments. 

o. Bringing to the attention of the administration and 
faculty new books and instructional materials in their fields. 

p. Conferring with department heads cuad instructors to build 
up the book collection in their fields. 

q. Serving as a member of the Administrative Council, the 
Curriculum Committee and chairman of the Library Committee. 

r. Maintaining relations with the community by giving book 
reviews, talks, and guided tours of the library. 

V^. Department Heads 

Department Heads arc responsible to the Dean of Instruction, 

through the appropriate Assistant Dean of Instruction, for: 

a. Coordination of curricula in the apartment. Are 
permanent members of the Curriculu. C<MBaittee. 

b. Appyruvnl of texts for courses within the department. 

c. Screening of budget requests and approval of requi- 
sitions for equipment and supplies for all fields 
within the department. 

d. IVeparation of annual departmental inventories of 
equipment and supplies. 

e. Maintenance of current syllabi for all courses 
within the department. 

f . Interviewing candidates for positions within the 
department and making recowraeiidatlons therefrom. 

g. Lnproving the instruction, in the dibcipline by 
constant evaluation of instructors tuid instructional 
materials. 
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PASADENA CITY COLLEGE 



Duties and Responsibilities of DEPARTMENT CHAIRMEN 

1. Appoint departmental committees 

2. Make and submit the Schedule of Classes to the Administrative Dean, Day College, for indu* 
sion in the master schedule 

3. Make recommendations to the President regarding (a) the selection of new teachers, (b) teach* 
ing assignments of the respective departmental faculties, (c) rating of probationary and perm* 
anent teadiers 

4. Provide that a teacher be present for all dasses (secure a substitute, if necessary, through the 
proper channels) 

3. Report to appropriate offices the names of long term substitutes (or whoever is responsible) 
when the substitution extends over a period when official documents, such as grades, will be due 

6. Make recommendations to the Administrative Dean, Instruction, regarding (Ganges in existing 
course of study, the elimination of old course, or the addition of new ones 

7. Make recommendations to the Administrative Dean, Instruction, for textbook adoptions 

8. Make arrangements through the College Bookstore for the ordering of appropriate numbers of 
textbooks and adequate supplies 

9. Make recommendations to the Administrative Dean, Instruction, for development and main- 
tenance of sequences of courses within the respective departments 

10. Approve exceptions which seem necessary and desirable involving students working through 
sequences of courses (the recommendations to come from the counselor) 

11. Make recommendations to the Administrative Dean, Instruction, regarding prerequisites of 
courses 

12. Utilize services of the Administrative Dean, Instruction, and the Director of Vocational Educa- 
tion in planning and carrying out the instmctional program, including planning for new facilities 
and for budget 

13. Hold departmental facul^ meetings as needed 

14. Administer a program of professional growth within the department and provide professional 
leadership, including the promotion of such inservice educational activities of faculty as in* 
service institutes, attendance at educational conferences, visitations to other colleges and to 
business and industrial plants 

13. Prepare a departmental budget and submit it to the Business Manager 

16. Submit to die Business Manager requisitions for supplies and equipment and confer with him 
regarding them 

17. Groperate with the President in carrying out within the respective departments the general poli* 
cies of the College 

18. Arrange for a ready and pleasant introduction of new faculty members to the department, the 
College, and the community 

19. buperi'ise departmental co-curricular activities in cooperation with the Dean of Student Activities 

20. Become familiar with the quality of instruction being given by all teachers within the depart* 
ment and, through approved supervisory procedures, aid the teachers in the improvement of 
instruction 

21. Cooperate with the Administrative Dean in charge of Extended Day and Summer Sessions in 
the improvement and facilitating of the instructional program of credit classes, including die 
selection of teachers, the maintenance of standards, the adoption of courses, the approval of the 
master schedule of classes, and determination of appropriate supplies, equipment, and physical 
facilities 

22. Become familiar with the Educational Services Division and advise regarding its improvement 

23. Interpret policies of the College to the members of the department 

24. Maintain office hours which shall be at least in the same proportion to eight hours a day that 
their administrative assignment is to full-time (e.g., a 50% department chairmanship equals 
four hours daily) 

25. Actively participate in the coordination of inter-departmental projects of educational value 

26. Cooperate with system-wide Directors (where such are assigned) in carrying out within the 
department the policies of the system, and attend meetings called by such Directors 

27. Keep the President informed regarding the general conditions and morale within the depart- 
ment, and make recommendations to him for improvements 



Duties and Responsibilities of ASSISTi\NT DEPARTMENT CHAIRMEN 

Represent the Department Cnauman in the fulfillment of duties and responsibilities applicable to 
Extended Day teachers and Ck.isses (the line responsibility for the Extended Day program being 
from the Assistant Department Chairman to the Department Chairman to the Dean of Extended Day) 




ERiC 



J 



PORTERVILLE COLLEGE 



Section 123 DIVISION CH/IRMAN 

Division Chairmen are appointed by the President of Porterville College and appoint- 
ments are subject to annual review. 



Section 124 RESPONSIBILITIES 

A Division Chairman has the primary responsibility of assisting with the supervision 
of instruction in the division involved. He shall assist the Dean of Instruction 
with In-Service Training and shall be a consultant to the administration in the 
special area or field of assignment. He shall also assist the Dean of Instruction 
and the President of the College in the development of the budget and management 
of the physical facilities, and the improvement and development of instruction in 
the division involved. 



Section 125 MAJOR DUTIES OF DIVISION CHAIRMEN 

A. The Division Chairman will assist the Dean of Instruction in evaluation of 
instructors in his particular area of responsibility. 

B. He shall assist the Dean of Instruction and the President of the College 
in matters of employment by sitting in on interviews when so requested and 
providing evaluation of scholastic training, interpretation of transcripts, 
professional attitude, and personality of candidates. 

C. The Division Chairman shall have the opportunity to recommend concerning 
employment when so requested by the Dean of Instruction or the President, 
but it is recognized that final judgment for employment lies with the 
President who has the further responsibility of recommending to the District 
Superintendent on all matters of employment. 

D. The Division Chairman shall be in charge of ordering, care and maintenance 
of instructional equipment and supplies. 

E. The Division Chairman shall review the number of students in classes and 
make recommendations relating to sizes of classes, sections, and schedules. 

F. The Division Chairman may make recommendations regarding curriculum and 
methods of Instruction. 

G. The Division Chairman shall perform such other duties delegated by the 
President of the College. 



Note: These duties and responsibilities are currently under study for possible 

revision. 
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REEDLEY COLLEGE 







ADMINISTRATIVE DUTIES 



Division Deans and Department Heads : 

Major duties and responsibilities: 

(a) Have general charge of the work of the division 
under the direction of the dean of instruction. 

(b) Be in charge of ordering, care and maintenance 
of instructional equipment and supplies. 

(c) Assist in the preparation and administration 
of a budget for the division. 

(d) Review , the numbers in classes and make recom- 
mendations relating to sections, schedules, and 
the assignment of instructors. 

(e) Make recommendations regarding curriculum and 
methods of instruction. 

(f) Supervise and visit classes of teachers under 
their divisions for the improvement of 
instruction. 

(g) Assist president and dean of instruction in 
selection of new teachers. 

(h) Perform other duties assigned by the president 
or dean of instruction. 
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RIVERSIDE CITY COLLEGE 
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RIVFrSIDE CITY COLLEGE 



II - Administration and Organization 



3. Divisional Organization z nd Responsibility 

a. The organizational unit iru .'t important to teaching 
faculty is the instructional division. The detailed 
procedure for division operation described in the 
following paragraphs t^as developed jointly by faculty 
and administration. 

h. Division chairmen are appointed by the president of 
the college with the advice of tenured faculty of the 
division concerned and such other persons as the 
president may consult , and with the approval of the 
Board of Trustees. The appointment is normally for a 
three year term, with no restriction on the number of 
terms and with an annual review of performance by the 
president . 

c. The function of the division chairmen is to assist 
the administration and the division faculty in devel- 
oping and implementing policies and procedures which 
will provide for the effective and efficient operation 
of the instructional program of the college. 

d. In the performance of this function division chairmen 
are responsible to the college president and designated 
members of his administration for interpretation of 
pertinent college policy and procedures to division 
members and for the implementation of suzl: policy and 
procedure . 

e. Division chairmen are responsible to the division 
faculty for conveying and interpreting to the college 
president and designated members of his administration 
recommendations mace by the division for modifications 
in policy and procedure vjhich affect the instructional 
program of the college . 

f. The authority necessary to the performance of their 
general function and their specific duties is delegated 
to the division chairmen by the president of the 
college and, insofar as their individual or group 
interests are represented by the chairman, by the 
members of the division faculty. 

g. The specific duties assigned to division chairmen under 
the current organizational plan of the college are as 
follows ; 
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Riverside C.C. (Con*t) 



II - Administration and Or^ anizatioji 



(1) To work with division faculty members by indivi- 
dual consultation, .^^roup meetings, and other 
appropriate n'.eans to insure opportunity for 
faculty participation and to promote faculty in- 
volvement in such matters of professional concern 
as the follov.’ing; 

(a) Preparation of teaching schedules. 

(b) Selection and evaluation of instructional 
materials and equipment including recom- 
mended textbooks, library materials, and 
division instructional equipment. 

(c) Curriculum, development and course evalua- 
tion including maintenance of current 
course outlines on file. 

(d) Development and maintenance of standards 
of student performance, particularly in 
multi-section courses. 

(e) ‘ Selection and evaluation of division 

personnel when appropriate. 

(f) Orientation and inservice education of 
new faculty members . 

(g) Professional development of individual 
faculty. 

The division chairman will schedule a minimum of 
three meetings per semester at which matters of 
division concern are discussed and will provide 
the college president, and appropriate members 
of his administration, with the minutes of such 
meetings and any specific division recommendations 
resulting from such meetings. 

(2) To assist the rresident and designated members of 
his administration ir 

(a) Determining need for new faculty members 
for the division. 

(b) Selection of new faculty members in con- 
sultation with appropriate division members 
when nractical. 



7/66 






- 104 - 



Uiver8ide C.C.(cont') 



II - Administration and Orp;ani zet ion 6. 

(c) Crienta-cion and inservice training of pro- 
bationary faculty. 

(d) The annual evaluation and recommendation 
for reemployment of probationary faculty 
members, including the recommendation for 
tenure, and following consultation with 
rhe tenured members of the division. 

(e) The professional development of all division 
faculty members in cooperation with the 
Professional Achievement Committee. 

(f) The development of appropriate instructional 
facilities . 

(3) To work with the administrative dean in 

(a) The development of the annual division 
budget. 

(b) ’ The approval of division requisitions for 

supplies, equipment, and inservice. 

(c) The supervision of division physical facil- 
ities, equipment and supplies. 

(4) To work with the dean of instruction in 

(a) Curriculum development through division 
curriculum representative. 

(b) Maintenance cf current course outlines. 

(c) Im.provement of instructional techniques 
and methods. 

(d) The provision of appropriate instructional 
materials, supplies, equipment and facil- 
ities including textbook selection and 
placing of textbook orders with the 
bookstore. 

(e) Preparation of teaching schedules. 

(5) To work with the dean of extended day and summer 

session in 

(a) Determining extended day and summer course 
offerings . 
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Riverside C.C.(Con*t) 



II - Administration Cri^ani:^^^-tion 7 . 

(b) Coordinstir.f? course content and instruc- 
tional standards between clay and extended day 
day offering, s of the college by individual 
and/or group work with part time faculty 
assigned to evening instruction. 

(6) To work with the various student personnel ser- 
vices--admissions and records, activities, 
counseling-~as needed to improve liaison between 
these activities and those of the instructional 
divisions . 

(7) To conduct such other activities as may be 
assigned by the president to promote the instruc- 
tional program, of the division. 

h. Released time and/or additional salary compensation 

for division chairmen jhall be administered by the presi- 
dent of the collate in accordance with current policy 
of the Board of Trustees. 

i. It is recognized that existing divisional organization 
may require modification to fulfill its functions as 
the college grows. Recommendations for such modifica- 
tion may be initiated by the division faculties , the 
division chairmen, or the college administration. Re- 
commendations which can be accomplished within the 
current policy of the Board of Trustees for released 
time and/or additional salary compensation may be 
authorized by the president of the college after con- 
sultation with the personnel affected. Recommendations 
requiring modifications to existing board policy on 
released time and/or additional salary compensation m.ay 
be recommended by the president of the college for 
approval of the Board of Trustees after consultation 
with the personnel affected. 
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(Sample Organleation Chart for 
Division Ox Humanities) 




first nased individiial serves as Head, 1965-66; second named 
Individual %fiU serve as ohadman in 1966-67* 
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Divisions and Departments 



I. Division of Business and Econoislcs 
Accounting and Data Processing 

B. Marketing 

C. Secretarial and Office Management 

D. Business Management 

E. Economics 

II. Division of Engineering and Aftplled Science 

A. Engineering 

III. Division of Humanities 

A. Art 

B. English 

1. Speech 

2 . Journa 1 ism 

C. Foreign Language 

D. Humanities 

E. Music 

IV, Library Division 

A. Department of Reference 

B. Department of Classlf icatlon Cataloging 

C. Department of Circulation 

D. Department of Audio-Visual 

V. Division of Life Science 

A. Biology 

B. Bo tony 

C. Home Economics 

D. Horticulture 

E. Nursing 

F. Zoology 

VI. Division of Mathematics and Physical Science 

A. Astronomy 

B. Chemistry 

C. Geology 

D. Mathematics 

E. Physics 

VII. Division of Physical Education 

A. Men’s Physical Education 

B. K^-^men’s Physical Education 

VIll. Division of Social Science 

A. Anthropology 

B. Geography 

C. History 

D. Political Science 

E. Philosophy, Psychology 

F. Public Protection 
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Divisions and Departments (con*t) 



IX. Division of Technical Training 

A. Automotive 

B. Aeronautics 

C. Electronics 

X. Division of Telecommunications 

A. Production 

B. Engineering 
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MEMORANDUM (Rv^le?.sed: June 19, 1959 ) 

To : All Certificr.ted Pjrsonnel 

From : H. J. Sheffield 

Subj : Duties and Conditions of Employment of Division and 

Depc-rtment Heads rjid Coordinators . -^.nd proposed 

RESPONSIBILITIES OF TEACHERS. 



Items I, n, m, and IV have been approved by the Board of Trustees. Item V 
is suggested, is probably quite incomplete, and contains explanatory parcagraphs. 

I. CHAIRMEN OF DIVISIONS 

Chairmen of Divisions act as agents of the college administration in carrying 
out details of the instructional program. 

Specific Duties: 

1) To assist in determining community and student needs, in organi zing 
curricula, and in evaluating instruction in day and in evening classes. 

2) To prepare schedules of the day and evening class offerings that have 
been suggested by departments or administration and that have been 
approved by the administration. 

3) To coordinate budgets for departments within the division. 

4) To assist in determining instructional policy by serving on the instruc- 
tional council of the college. 

5) Chairmen of Divisions, together with other administrative personnel 
designated by the President, are members of the ADMINISTRATIVE COUNCIL. 
(Added by action of the President to approved Board policy. ) 

Conditions of Employment: 

1) Chairmen of divisions shall be appointed annually by the President of the 
College. 

2) They shall serve for one year but may be reappointed. 

3) Chairmen of divisions shall receive additional compensation in the 
amount of $30. 00 for each month of employment. When the duties of the 
office require time beyond that normally expected of a full time teacher, 
they shall be relieved of such proportion of teacher load as may be 
determined by the President of the College. 

4) Chairmen of divisions arc- eligible for summer session employment when 
needed and for 3 hours weekly of Extended Day employment v/hen needed 
(or for 6 hours weekly for one semester. ) 

n DEPARTMENT HEADS: 

I 

Department heads ..ict as spokesmen for all instructors in a department 
and represent the special needs md interests of the department. 
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Specific Duties ; 



1) To lead the department in continuous improvement of instruction and 
courses. 

2) To suggest offerings and teacher assignments for dr.y and evening 
schedules. 

3) To prepare course descriptions and r :ssary regulations pertaining to 
courses taught. 

4) To determine instructional needc- and to suggest budgets for the 
department. 

5) To help new teachers fit into the instructional program of the college. 

6) Departmental heads, together with administrators designated by the 
President, will serve as members of the PRESIDENT" S ADVISORY . 

COMMITTEE (Added by action of the President to approved Board 

policy. ) 

Conditions of Employment : 

1) After July 1, 1959, all department chairmen shall be appointed annually 
by the President to serve during a contract year. They may be reappointed. 

2) There shall be no monetary compensation for the duties of department 
chairmen. When such duties require time beyond that normally expected of 
a full time teacher, the chairman may receive such reduction in teaching 
load as is determined by the President. 

3) Department heads are eligible for extended day employment and summer 
session employment when their services are needed. 

m COORDINATORS 



Coordinators perform such specific functions as may be assigned by the 
President in supervising the instructional program. 

Specific duties: 

1) To serve as a two-way communications link betv/een the assigned activity 
and the college administration. 

2) to organise and direct the assigned activity. 

3) To act as leader of all personnel assigned to the particular activity in 
the constant evaluation :.md improvement of the assigned job. 

C onditions of Employment: 

1) Coordinators shall be appointed annually for such a number of months as 
their services mo.y be needed. 

2) They shall serve during a contract year and may be reappointed. There 
shall be no additional compensation for coordinators. When such duties 
reu.uire time beyond that normally expected of a full time teacher tlie 
coordinator may receive such reductions in teaching load as may be 
determined by the Pr jsicient. 

3) Coordinators are eligible for Extended D;\y employment and summer 
session employment when needed. 
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SAN DIEGO CITY COLLEGE 



DEPARTMENT CHAIRMAN I (Junior College) - four to six teachers 

DEPARTMENT CHAIRMAN II (Junior College) - seven or more teachers 

A. Primary function ; Coordinates the program of a Junior college 

department and performs liaison duties 
between the department staff and the 
administration. 

Malor duties ; (In addition to a regular teaching assignment) 

1. Has leadership responsibility for c:»ordinatln3 the day aiul evening 
program for a departoient. 

2. Assists the dean in recommending the selection of new teachers 
(contract and hourly), preparing the master schedule for the 
department, and supervision of the instructional program of the 
college. 

3. Works wita subject*f ield committees on curricalum development, new 
course outlines, llbrar'* ’’■ook recommendations, instructional 
material needs, textbooh adoptions, and catalog revisions. 

4. Assists in the orientation of new teachers (contract and hourly) 
assigned to his department. 

5. Works witt> the dean of students on the advisement program for 
continuing students in the department. 

6. Plans and conducts department meetings and attends division meetings 
of department chairmen. 

7. Provides leadership in the long-range planning and program evaluation 
for the department. 

8. Prepares capital outlay and supply requests, maintains department 
supply accounts and current balances. 

9. Assists the Director of the Evening College in planning, developing, 
and Improving the instructional program of his area in the Evening 
College, including determination of offerings, assisting in selection 
of teaching personnel, and service as a resource person for evening 
instructors in all instructional matters. 

C. Other duties : 

1. Handles correspondence addressed to the denar' lient or emanating from 
the department. 

2. Assists the director of the summer school program by planning cot rse 
offerings. 

3. Coordinates the use of community resources by the department. 

4. Assumes overall responsibility for equipirant anu materials assigned 
to Che department. 

D. Supervis ion exercised or received ; 

Under the direction of the appropriate dean a:. i/or coordinator supervises 

(non>evaluative) the memoers of the department. Supervises such non- 
teaching staff assigned to the department. 
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Pci*so.»;icl Division 



SAN DIEGO MESA COLLEGE 



C) 



ros ITION d:: scNiPTic:-: 

Position Tit To ; 

Dcpartiac-nc Chairi:;;in I (Junior College*) 

^-1 ' . 

r.i'icf De s ci'ipt: ion of 3'*osition : 

Coordinates the progra.a of a junior college cc-^iartnie:.': 
auc perforius liaison duties between the dcpartr.;ent 



and 7 or more 

of four t o s^: c hcw'.J 






G..;i;iistrat lo:: 



Major Duties ; 

In addition to a regular teaching assignr.ent : 

1. lias leadership responsibility for coordinating the cay and evening progra:. 
for a departnicnt of four to six contract eeachers and suen aourly teaching 
staff as may be assigned courses in his department . 

2. Assists Lha dean in recoraiend ing the se^-ccticn of new tcac‘..ers (centraca 
and hourly), preparing the master schedule for the department, and super- 
vision of the instructional program of the college. 

3. Works with subject-field committees on curriculum development, r.ev; course 
outlines, library book recorrme.. nations, instructional laatcrial needs, 
textbook adoptions, and catalog revisions. 

4. Assists in the orientation of new teachers (contract and hourly) assigned 
to his department.- 



5. 

6. 



Works with the dean of students on the advisement program for continuing 
students in the departraent. 

Plans and conducts department meetings and attends division meetings of 
department chairmen. 



7. Provides leadership in the long-range planning and program evaluation for 
the department. 



8. Prepares capital outlay and supply requests, maintains departmuht supply 
accour4ts and current balances. 

9. Assists the Director of the Evening College in planning, developing^ and 
improving the instructional program of his area in the Evening College, 
including determination of offerings, assisting in selection of teaching 
personnel, and serv ice" as a resource person for evening instructors in 
all instructional matters. 



Other Duties ; 

1. Kanctles correspondence addressed to the department or emanating from the' 
department . 

2. Assists the director of the summer school program by planning course 
offerings . 
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3. Coordinates the use of cor.u-r.unity resources by ti.e department. 

4. Assumes overall re spoons ibility for equipmert and materials assigned to 
the d jpart;..ant . 

Supe r vir-jo n Exe.^cisod or Received ; 

Under the direction of the appropriate dean and/or coordinator; supervises 
(non-evaluativc) the members of the dcp..rl ...ont . Supervises such non-teaching 
staff ar.sigr.cd to the department . -11/- 



i’oGil Loa Deycrij)tion 

Ciiairi'.ua I (Junios: College) 



0 



Previous Kxpor ioriCo 
Jimior college 



Aeculrocl or Desirable ; 
teaching. 



Desirable Personal Qu.al ii.ie.s : 

V’aose of a coinpotent and experienced teacher. Must have lea< 



and organising skills, and a conscientious attitude tov/ard his rucpc.. 
as a part of the total college program. (Department cliairme;, are riom 
their colleagues and appointed by the college president. With the a..p 
the Assistant Super intendent for Post High School Education.) 



Education and Credential Recr . lrcd or Desirable : 

Kequired : Any junior college teaching credential. 

Desired ; Administrative credential. 



^Applies to day colleges only. Evening college has no department chairman 



o 
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CHART ORTiANIZATIOW^^DIVTSICI^ OP INSTRUCTION 



Co*«rdlnator of Instruct Ion 
Co-ordinator of Tschnical-Tsrainal Instruction 



Csans of 


instruction 






Ospartasntal Repressntatives 







Dspartaents of Instruction 



(in Charge of 


(in Charge of 


(in Charge cf 


(in Charge of 


(In Charge of 


Or. Luckaann) 


Mr. BUM Her) 


Mr. Silva) 


Or. Outtfmer) 


Or. Batmale) 


Art 


Comaunicatlon 


Audio-Visual 


Architecture 


Advertising Art 






Aids 




and Design 


Astronomy 


Drama 




Busino39 Adninitw 






Hoas Economics 


tration and 


Criminology 


Chealstry 


English 




Business 








Library 




Dental 


Education 


Extended-Day 




Chemical 


Assisting 




Instruction 


Library 


Technology 




Geological 




Technology 




Dental- 


Sciences 


Foreign 




Englneeiirg 


Laboratory 




Languages 


Social Sciences 




Technology 


Health 


Humanities 






Graphic Arts 


Journal Isa 


Music 






Hotel and 










Restaurant 


Life Sciences 


Speech 






Operation 


Mathematics 


Television and 






Medical Assisting 




Radio Broad- 








Nursing 


casting 






Ornamental 










Horticulture 


Physical 










Education 








Photography 


Physics 








R»’c "eat Iona 1 










1 ^dership 


Physical Science 


















Ret,)il Florlstry 


Student 










Leadership 








X-ra) Technology 



O 
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RB.^PON.g^TRTLTTISS OF THE CO»OnOT^?ATOn.S AND 
DlTAWS OF 7>Ifi DIVISION OF INSTKUOTION 

The Co-ordinator of Instruction and the Co-ordinator of Tochnical- 
Terninal Instruction are directly responsible to the President and are chiefly 
concerned with the organization, ad’ainistration, and supervision of the 
instructional proj^ram. The Deans of Instruction help the Co-ordinators 
administer this program. 

The principal responsibilities of the Co-ordinators and Deans of the Division 
of Instruction are as follows: 

1* Supervising the development of curriculums and courses 

2. Evaluating instruction, including grading standards and practices 

3. Conferring with administrators and instructors of other schools and 
with the faculty of the College in order to maintain equivalence of 
content in lower-division courses and to maintain academic standards 
in these courses 

4* Maintaining liaison with business, industry, labor, the professions, and 
civil service in organizing and developing semiprofessional 
curriculums and placing graduates of these curriculums 

5« Reviewing requests for approval of textbooks, supplementary books, 
syllabi, and principal supplies to be required of students 

6. Exercising general supervision of the library and the audio-visual 
aids service 

?• Assigning instructors to departments and courses 

S, Preparing the Schedule of Courses (time and room schedule) 

9. Scheduling final examinations 

10. Keeping a current file of course outlines in the office of the 
Division of Instruction 

11. Taking part in the selection, orientation, and evaluation of the 
teaching staff 

12. Obtaining and supervising substitute instructors 

13. Supervising preparation of the sections of the College catalogue dealing 
directly with instiuction, and exercising general supervision of the 
publication of the College catalogue 

14« Planning and conducting departmental meetings 

15* Developing publications explaining the instructional program 

16. Reviewing departmental budgets 
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17. Kaintalning articulation with high schoola, stato and private 
colleges, and universities 

18. Co-operating with Bay Aroa universities and colleges in training 
student teachers 

19. Helping to discipline students guilty of purely academic violations 

20. Determining under what circumstances students may defer taking courses 
required by the College 

21. Determining under what circumstances students may audit courses 

22. Supervising preparation of plans for the Commencement Observance and 
Awards Assembly 



RESPONSIBILITIES ^ DEPARTMENTAL REPRESENTATIVES 

T 4 . ^departmental representative is the immediate supervisor of his department. 
Instructors are requested to consult with him first concerning matters affecting 
Gir epartment. Each departmental representative is responsible to the Co- 
ordinator or Dean in charge of his department. (Departments and Co-ordinators and 
eans in charge are listed on page 18.) In carrying out his principal responsibili- 
ties, the departmental representative 



1. Helps develop end revise curriculums and courses 

2. Helps select textbooks and other teaching materials 
Helps select and orient, instructors 

» 

4. Helps supervise and evaluate instruction. In most departments, in 
connection with this duty, he acts as liaison officer with the Director 
of Testing, Research, and Guidance in order to determine standards for 
admission to certain courses and to evaluate the progress of students 
in these courses. 

5. Determines the following in conjunction with the Co-ordinator or Dean 
in charge; the courses to be offered by the department, the number 
of sections in each course, changes in the scheduling of sections 

6. Assigns and reassigns students to courses and sections 

7. Prepares instructors* teaching schedules and submits them to the 
Co-ordinator or Dean in charge 

8. Files current outlines of courses with the Co-ordinator of Instruction 

9. Prepares the budget for equipment and supplies needed by the department 
and submits the budget to the Co-ordinator or Dean in charge 

10, Assumes re'iponsibility for the proper use ot equipment and supplies 

11. Keeps on up-to-date inventory of equipment used in the department and 
gives a cop.y to the' Co-ordinator of Educational Ibnagement 

-ll9- 
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12* Advises students who need speciel information in their major fields 

13* Assists in developing administrative policies for the College through 
his membership in the President's Council 

14* Helps develop publications explaining the instructional program 

15* Helps the Co-ordinator or the Dean in charge maintain liaison with 
counselors and with other schools 

16* Acts as departmental liaison officer with the Director of Placement 
and also with employers and labor organizations if the department 
offers semiprofessional curriculums 

17* Helps plan and conduct departmental meetings 

1H« Prepares departmental copy for the College catalogue 

19* Helps the Co-ordinator or Dean in charge obtain substitutes or 
otherwise care for classes when instructor'^ are absent 

20* Files semiannually with the secretary to the President, for 

transmittal to the Co-ordinator of Educational Management, a list 
of the textbooks and principal supplies required of students in the 
courses offered by the department 



o 
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J 



Division Chairmen 



Reaponslble to the Dean of Instruction, 

Datl«t: Dlvlaion ChalriDan are reaponslble i:.r the prograae of Inatructlon in 

their division. Areas of responsibility involve planning, organizing, 
staffing, directing, coordinating, reporting and budgeting. Division 
Chairmen shall: 

Assume leadership in curricular development, evaluation, interpretation and 
revision; 

Participate in the selection of Instructors; 

Determine, in conjunction with the Dean of Instruction, the number of sections 
to be established in each of the courses offered by the division; 

Assign Instructors, including the preparing of schedules; 

Be responsible for submitting up-to-date outlines for all courses to the Dean 
of Instruction; 

Prepare the division budget for equipment and supplies; 

Be responsible for the proper use and safeguarding of equipment and supplies 
assigned to his department; 

Work with counselors in advising students who need special information in 
their major fields. Act as a liaison person between students and Instructors 
in regard to grievances; 

Participate in coiSBunlty organizations having direct Influence on, and applica- 
tion to, the subject areas in his division; 

Review and recommend textbook selections and work with the Library and book- 
store on related matters; 

Handle substitute requests for the division; 

Stimulate ways and means for Improvement of instruction within the division; 
preliminary evaluation of new Instructors in division; 

Work closely with employers and the college placement office on student 
placement, part-time and full-time; 

Stay current on transfer requirements to four -year colleges and universities; 
Interpret college district policies to Instructors; 

Help maintain a high staff morale: 

Work with registrar on catalog offerings and changes; 

Instruct students; 

Haintaln office hours;' 

Submit annual report for the Division to the Dean of Instruction. (To be 
incorporated as a part of the President's Annual Report.) 
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nesDonsibilities of a Co!] ego Department Chairman 



1. lie snail be responsible to the Dean of Instruction for efficient and 
c.':eciive functioning of the teaching service in his instructional 
department. 

2. He shall prepare the preliminary Semester Schedule for his depart- 
ment. 

3. He shall prepare job specifications and desired qualifications of 

new instructors for his department, and shall participate in the screen- 
ing and selection of applicants. 

4. Kc shall participate in the evaluation of instructors in his department. 

5. He shall prepare and submit requests for consideration in the develop- 
ment of the annual budget, and shall be responsible for budgetary 
expenditures and controls within the allocations to his department 

for both Day and Extended Day programs. 

6. He shall be responsible for the maintenance of inventories of supplies 
and equipment allocated to his department; and shall insure proper 
maintenance and use of all materials and iacilities of the department. 

7. He shall coordinate the teaching services of his department in Day 
and Extended Day programs, and shall be responsible for the main- 
tenance of collegiate standards of instruction in the department. 

8. He shall exercise leadership and direction of in-service programs for 
maintenance and improvement of the quality of teaching service in his 
department. 

9. He shall meet periodically with the Day and Extended Day instructors 
in his department, and shall represent it in inter -departmental 
meetings to coordinate instructional service, use of facilities or 
equipment, and cooperative teaching assignments. 

10. Me shall insure the continuily of instruction by arranging for substitute 
service for Day instructors in his department who may be absent. 

11. He shall be directly responsible to the Dean of Instruction for the pre- 
paration oi requests for grants-in-aid that will improve the effective- 
ness of instruction in nis department. 

12. He will stimulate analysis of instructional needs that may lead to 
curricular change in his department, and shall be responsible for 
the preparation of requests for discontinuance or modification of 
existing courses or programs and the institution of new ones. 

13. He shall be responsible for assignment, training,, and evaluation of 
student teachers in his department. 

14. He shall perform other duties as may be assigned by the Dean of 
Instruction or the President. -124- 
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2.25 



2.25 Division Chairmen 



Selection 

Subject to approval by the Board of Trustees* Division Chairmen will be ap- 
pointed by the Superintendent. They will serve as line officers and will be di- 
rectly responsible to the Director of Instruction* the Director of the Evening 
College and Sumner Session for functions under the respective jurisdictions of 
these administrators. 



Duties and Responsibilities 

a. Organize* develop, supervise* coordinate* and evaluate the instructional 
programs of their respective divisions and recommend revisions. 

b. Assist the Director of Instruction and Director of the Evening College 

in developing requirements and qualification specifications for personnel 
in their divisions. 

c. In cooperation with the Coordinator of Personnel* screen applicants for 
positions in their divisions and* jointly with the Coordinator of 
Personnel* the Director of Instruction* and the Superintendent* interview 
applicants and select the best qualified for recommendation to the Board 
of Trustees by the Superintendent. 

d. Supervise the work of instructors in their divisions for the purpose of 
continuously lnq>roving the quality of instruction. 

e. In conjunction with the Coordinator of Personnel and the Director of 
Instruction, work %rith probationary faculty members* evaluating their 
teaching performance and qualifications for ultimate permanent retentlonc 

f. With the Director of Instruction and the Director of the Evening College 
and Summer Session* develop projections of divisional growth and staff 
changes and additions within their divisions. 

g. In cooperation with the Director of Instruction* develop schedules of 
classes* make teaching assignments* and equalize teaching loads within 
their divisions. 

h. In cooperation with the Director of the ''.vening College and Summer 
Session* develop schedules of classes for Evening College and Summer 
Session and make teaching assignments within their division. 

i. Eaccuzage the fullest use of Library facilities by their divisions. In 
cooperation with the Coordinator of Library Services order books* peri- 
odicals* and audio-visual materials. Prepare lists of titles for re- 
serve circulation. 



2.25 (c.. 



f.* g** &h«j — Rev . 6b— 67 



[Continued] 



College of San Mateo 



2.25 

(Continued] 



J. Provide Che Director of Instruction with current curriculum guides and 
with lists of texts and other materials to be used within their respec- 
tive divisions. 

k. Recommend to the Director of Instruction, Director of the Evening College, 

the Committee on Instruction curricular changes for their divisions. 

l. Assist the Director of Student Personnel in interpreting curricular 
offerings to high school students. 

m. Prepare with their staffs the annual divisional instructional budget in- 
cluding equipment, supplies, repair and maintenance requests and request 
these materials and services through the Director of Instruction. 

n. Submit to the Coordinator of Personnel lists of persons qualified to 
serve as substitutes in specific courses, including College faculty and 
persons not on the College staff. 

o. Assist in planning for new construction. 

p. Prepare administrative and financial forms for teacher attendance, sub- 
stitutes, sick leave, sLudent assistance, and, where applicable, RDEA 
and MDIA applications and reports. 

Teach a »•* «•!«■«■■ of three hours a week in the classroom. 
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S.ini.i I' irlri: t C.ity (-.Hlvc 
Cliff l)rivc nr 1,< niibfMcr f^rivc 
Saniu Hnrhara, Culifornia 



I I. O'vision Chairmen 

I . Appointment: 

fl. Divisions requiring chairmen shall be decided by the Administration of the College, with the ap 
proval of the Superintendent-President. The total division and/or department shall elect two candi 
dates (when possiole), oWe of whom shall be selected by the administration for the position. 

b. The Superintendent-President shall recommend appointment of division chairmen for five year 
terms, subject to approval by the Board of Trustees. As a general rule, only permanent instructor, 
shall serve as chairmen. 

c. Staggered terms shall be the practice so as to preserve continuity. 

d. Appointments shall be made in the Spring (April I) prior to the new term which <s to begin the 
following September I. 

/. Division chairmen shall be responsible to the Superintendent- President, Administrative Dean, Instruc 

tion, Administrative Dean, Student Personnel, and Director-Administrative Dean, Adult Education for: 

a. Chairing division meetings 

b. Assisting in defining division needs. 

c. Assisting in selection of personnel as requested. 

d. Assisting in orienting new personnel with respect to course content, textoooh, rules and regulations, 
and philosophy of the college. 

n. Assisting in preparation of schedules of classes. 

f. Assisting wilh college budgetary matters, and preparation of monthly and annua! requisitions. 

g. Assisting in improving the total instructional program within the college 

h. Preparing such reports as requested. 

I. Participating in the evaluation of probationary instructors. 

j. Performing other duties as assigned. 

In sufficiently extenuating circumstances, the College administration may a range clerical assistance for 

division chairmen, subject to approval by the Superintendent-President. 

3. The Division Chairmen Committee is one of the committees of the Academic Senate. 
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COLLEGE OF THE SEQUOIAS 
Visalia, California 

APPENDIX I 

TABLE OF ORGANIZATION 




APPENDIX II 
DIVISIONS 



I. Science, Math and Engineering 

Departments: 

Engineering 

Math 

Science 

II. Social Sciences 

Departments: 

Police Science 
Psychology 
Social Sciences 

III. Applied Arts and Sciences 

Departments: 

Agriculture 
Home Economics 

!V Language Arts and Communication 

Departments; 

English and Philosof'hy 
Foreign Language 
Journalism and Photography 



V. Business 

Departments: 

Buriness 

VI. Technical 

Departments: 

Technical 

Vocational Nursing 

VII. Arts 
Departments: 

Art 

Music 

Speech and Drama 

VIII. Physical Education, Health and Athletics 

Departments: 

P.E. 

Hygiene 
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COLLEGfi OP THE 3EQD0IAS 



H. To 'epreseru the coliege to tl.e r.-„niMumiy ,it.d 
the district in a professional capacity and to as 
Sist in interpreting the collogo procjram and 
services to the t ummunity ai,(J ttie Jf.tnrt m 
all public relations matter, and (orKoriv 



HEADS OF DIVISIONS 

Divisional heads are appointed by the President 
and hold office subject to reappointment. Within the 
organiaztion of the college, they act, within their 
special areas of concern, as advisors and consultants 
to the administration. 

The following duties, responsibilities and obliga- 
tions are designated and assigned in both the regular 
day and extended day programs: 

I. GENERAL/PROFESSIONAL 

A. To assume leadership within the division in the 
cultivation of positive, active and creative at- 
titudes on all educational matters and concerns 

B. To act as liaison between administration and 
divisional staff members relative to divisional 
and or departmental functions. 

C. To interpret to their divisional staffs the phil- 
osophy of the college and to assist in the im- 
plementation of this philosophy through the 
curricula and the instructional program. 

D. To advise their divisional staffs of administra- 
tive policy and to conduct the activities and 
programs of their respective divisions within 
the framework of that policy 

F. To foster coordination and mutual understand- 
ing among the divisions of the college. 

F. To assist in the administration of a progiam of 
continuing, on-going professional growth with- 
in their divisions. 

G To foster democratic procedures within the 
division and in the classrcom 



II. ADMINISTRATIVE 

A To organize and hold divisional rm-etings wlien 
ever necessary; and to kr rp accurate mmntes 

of such meetings 

B To bring to the division foi rt;roiTunondation or 
action problems and prO|;osals as requesff'd b/ 
the administration; to bring to the atterition of 
the administration any problem for recommend- 
ed action or remedy that may m any vyray un 
pair the program of the college. 

C. To appoint study or research committees wifhn, 
the division whenever deemed advisable an't 
to report the activities, fmdmgs and rerom 
mendations of such qronf,';, to the admimsfr.i 
tion. 

D. To co-operate with the Council of Instructors in 
any study one of its sub-committens may be 
making toward 'he solution of ariy problem 
that will mutually benefit the staff, the student 
body, the college and the community oi im 
prove the service^ of the lollcqr- tc the com 
munity and district 

E. To assign or delegate specific rluties or respon 
sibilities as needed or deu'arichd y'^ithir, the. 

division. 

F. To coordinate the duties and specific responsibili 

ties of departmental chairmen if membership 
and or size warrants sucfi positions within the 
division. 

G. To complete and submit reports requested t>y 
the administration and to maintain adequate 
divisional records as requesteef; to assist and 
advise their staff members m the completion 
and submission of official records 

H. To assist in the preparation of the annual bud 
get and to aid in the supervision of the divis 
ional budget through review of requisitions, 
and to act as adviser to the administration m 
the purchase of technical or instructional mater- 
ials or aids requested by their area, keepmq m 
mind that expenditures should aim for the 
greatest educational value and the wisest us^ 
of p'jblic funds. 

I. To maintain equitable distribution ot equipment, 

materials and supplies to all staff members 
and to insure proper storage and security of 
such. 

J. To assume responsibility for the divisional 

equipment and supply orders 

K. To complete, with the assistance; of rlivisional 
members, the annual inventory of all division 
al equipment and supplies 

L. To aid in the management ,and development of 

the physical plant, as it ap, ohes to their area, 
maintaining its security, recommending for its 
maintenance and repair, arid proposing and 
advising for its modification or erilarqenien'' if 
necessary to meet mstructic-.nal needs 
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COLU’CR OF nir. sfqijotas 



Mi. INSTRUCTIONAL 

A To be permanent members of the Curriculum 
Committee. 

B. To bring to the divisional staff statements and 
interpretations of student characteristics as de- 
termined by the administration which may pro- 
vide the basis for curricular changes and re- 
visions, more adequately suit the needs of a 
changing student body, and improve the 
quslity of the educational effort. 

C, To recommend to the dean of instruction the 
sequence of courses comprising a curriculum 
and to aid in its coordination should other di- 
visions be involved. 

D To serve when requested in liaison with other 
member colleges or with lay or advisory com- 
mittees of the community or district to ensure 
the continued validity of the college program, 

E. To assist in curriculum development, organiza- 
tion and evaluation. 

F. To delegate responsibility for all divisional 
courses of study, their explication, their depo- 
sition, and their revisions. 

G To assist in the supervision and coordination of 
all courses in their area. 

H To stimulate and encourage the improvement 
of teaching techniques, devices and methods 
within their areas. 

I. To assist in the consideration and selection of 
textbooks used within the division, and to 
recommend to the administration the adoption 
of texts and other instructional materials; by 
the same token, to recommend the discontinu- 
ance or change in the use of texts. 

J To aid in the maintenance of grading standards 
and recommend practices, policies and pro- 
cedures in this regard. 

K, To aid in the formulation and administration of 
adequate testing programs, for both placement 
and evaluation purposes, within their areas; 
this may include designating test materials and 
assigning proctors. 



I To assist in the formuhtion rlc-ve'oprTmnt <.;< 
the semester schedule of cU'l'if-s and ro jrses 

IV. PERSONNEL 

A To assist m tfie deter rm.ialion of la'ijily wilhm 
the division by indirritiuo lh'> skills, sof"" lai'it**, 
or subject matter areas needed to maintain a 
well-qualified staff and to m“*t the on goitv; 
programs of the division 

B To advise the dean of mstinction rm the sr-lf r 
tion and retention of cfivtsiona! porsnnnol, rei 
ognizing that final ludcjitient rests witfi itie 

President 

C, To assist the dean of instruction m the super 
vision and evaluatiori of probationary person 

nel. 

D. To identify the services divisional personnel 
are expected to render, to assign any addi’ion 
al divisional activities which may develop 
throughout the college year 

E. To provide and ensure adecjuate orientation fc^i 

new staff members,- to assist m the formula 
tion and administration of in-service programs 
to insure professional growth 

F, To advise on the assignment of divisional pot 

sonnel to secure maximum use of their skills 
and specialties, and to recommend to the dean 
of instruction any changes m teaching assigi; 
ments insofar as such changes woukf enhan'-e 
the quality of the effort 
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Cl jb Ad | *-i Coordinator, Audio-Visua- 



SHASTA COLLEGE 



DIVISION CHAIRMEN 



• Duties and Responsibilities 

Working cooperatively with the Deans of Instruction and the Dean of the 
Evening Division, division chairmen are to assume the leadership and 
the responsibility to promote, organize, coordinate and develop the pro- 
grams of their divisions, fulfilling these functions: 

1. Devise mears of evaluating and improving instruction. 

2. Assist in the selection and assignment of new instructors and assume 

the obligation to see that each has proper orientation to his duties and 
obligations . 

3 . Assist in the evaluation of Instructors. 

4 . Help the Deans of Instruction and the Dean of the Evening Division in 

maintaining a list of teachers that may be available for substitute work 
in the division area . 

5 . Work with the Deans of Instruction and the Dean of the Evening Division 

in organizing division teaching and room schedules for inclusion in the 
master schedule. 



6. Work cooperatively with the Guidance Staff, through regular meetings, 
in communicating and forwarding the understanding of the curriculum of 
the division as it relates to the characteristics and needs of community 
college students. 

7 . Consult with the Dean of the Evening Division and make recommendations 
regarding the staffing of evening classes and assist in the orientation 
and supervl.<rion of evening instructors upon request of the evening Eban. 

8. Serve as liaison between th« ^administration and members of their divisions 
by attending curriculum and other meetings. 

9 . Assume responsibility in regard to community relationships as they pertain 
to the division. 

10. Coordinate the division budget, both supply and capital outlay. 

11. Assume other assignments which their position and the Administration 
require . 

12. Serve as Instructors. 



m. Procedures 



1 . Hold division meeting at least once a month. 

2 . Maintain regular office hours for consultation with members of their 
divisions . 

3 . Maintain instructor evaluation schedule: the first formal evaluation 
session to be held prior to Thanksgiving Vacation; the second, by 
March 1. 

4. Begin visitations of new staff members during the second week- of 
school and complete the initial visitations at least one week prior to 
Thanksgiving Vacation. 

5. Have orientation meetings with new members of their staffs and assign 

members of their divisions to act as helpful guides during the opening 
days of school. 

6. Introduce new staff members not only to the policies and procedures 
of their divisional area but also to the philosophy and procedures of 
the total enterprise of the College. 

7 . Submit the names of possible substitute teachers to the Dean of Instruction 
by September 20. 

8 . Distribute minutes of their divisions not only to their members but also to 
all members of the Curriculum Committee . 

9 . Attend regularly the monthly meetings of the Curriculum Committee. 

10. Make arrangements that will enable instructors to visit classes of succes- 
sful teachers . 

11. Bring professional literature in-service training opportunities to the 
attention of division members , 

12 . Work closely with individual instructors to see how well each is doing 
with the students under their supervision: i.e., inspection of student 
progress (test scores, surveys, etc.). 

13. Inspect occdsionaliy teacher-mcidc examinations and other course materials 

to determine their effectiveness in fulfilling the goals of courses, as stated 
in course outlines. 

14. Keep the course outline:; up-t.o-Hate .ind in file in the office of instruction. 

15. Analyze occaoionally the pattern of student grades to determine erratic 
grading, halo, etc. 



16. Observe casually, but critically, the instructor as he is engaged in 
school activity outside the classroom. 

17. Organize, whenever appropriate, advisory committees to help further 
the educational program of theii divisions. 

18. Arrange meetings, whenever appropriate, with the guidance staff to 
further understanding of the curriculum of their divisions as it relates 
to the characteristics and needs of community college students . 

IV. Length of Appointment 

Appointment will be for the school year 1966-1967. 

V. Compensation 

A time allowance of 1/6 of their teaching assignment plus remuneration of 
$500 a year shall be given them for assuming the leadership and responsibility 
of their divisions. The time allowance may be adjusted according to the scope 
and requirements of their divisions. 

VI. Length of Service Purina School Year 

The length of service is the same as that of instructors except for one week 
additional, which may be either before or after school opens or closes depending 
on the demands of the position. Arrangements will t»e approved by the Dean of 
Instruction . 
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SOUTHWESTERN COLLEGE 



DUTIES OF A DEPARTMENT HEAD 



) 



Under the direction of the Division Chairman:' 

1. Assists the Division Clxiirmon in the conduct of divisional affairs. 
Acts os a liaison between instructors and the Division Chairman, 
informs the Division Chairman of instructor and departmental needs. 



2 . 

3. 

4. 



Conducts departmental meetings; directs continuous departmental review and 
evaluation of the department's instructional progrom; and coordinates preparation 
of departmental proposals for curricular change and instructional innovation. 

5. Prepares tentative departmental schedules of classes for presentation to the 
Division Chairman. 

6. Coordinates preparation of course outlines and catalog material for the department. 

7. Cooperates with the Division Chairman and the Office of instruction in arranging 
for class coverage in the absence of regularly assigned instructors. 

8. Assists in the selection of textbooks and recommends their adoption. 

9. Processes equipment and supply requests for members of the Department. 
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SOUTHWESTERN COLLEGE 



DUTIES OF A DIVISION CHAIRMAN 



Under the direction of the Dean of instruction: 

1 . Assists the Dean of Instruction in the planning and conduct of the instructional 
program of the College. 

2. Conducts divisional meetings; directs continuous divisional review and evaluation 
of the Division's instructional program; and coordinates preparation of divisional 
proposals for curricular change and instructional improvement. 

3. Advises the Dean of Instruction regarding divisional needs. 

4. Recommends the appointment of department heads for the Division and directs 
their activities. 

5. Acts as a liaison between the departments of the Division and other elements 
of the College. 

6. Coordinates the preparation of proposed catalog materials pertaining to the Division. 

7. Prepares tentative Division class schedules. 

8. Directs and supervises the preparation of divisional, departmental, and instructor 
records and reports. 

9. Processes equipment and supply requests for departments cf the Division. 

10. Coordinates divisional ordering and use of library and audio-visual materials. 

11 . Assists in the selection of textbooks and recommends their approval. 

12. Assists in the selection of new contract or hourly instructors. 

13. Maintain: and directs divisional programs for orienting and assisting new instructors. 

14. Assists in the evaluation and hourly instructors. 

15. Assists the Office of Instruction in arranging for class coverage in the absence of 

regularly assigned instructors. 

16. Promotes and assists in the organization of advisory committees. 

17. Performs other duties as assigned. 



VENTUPA COLLEGE 
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VEMTURA COLLEGE 



1966-67 






L. Division Chairmen 

Under the direction of the edmlnlstratlve dean of Instruction, assist 

In the development and supervision of the college Instructional 

program. Representative duties are: 

(1) To make and submit the schedule of classes to the administration 
dean of Instruction for .Inclusion In the official class schedule, 

(2) To make recoimoendatlons to the administrative dean of Instruction 
regarding changes In existing courses of study, elimination of 
old ones, or the addition of new ones for day, evening, and 
summer programs; 

(3) To make recommendations to the administrative dean of Instruction 
for textbook adoptions or deletions; 

(4) To make recommendations to the administrative dean of Instruction 
regarding college curricula, Including proposed additions, 
deletions, or changes; 

(5) To make recommendations to the administrative dean of Instruction 
for course prerequisites and sequence of courses as required by 
adopted curricula; 

(6) To make reconsendatlons through the administrative dean of 
Instruction to the president regarding selection of new teachers, 
the evaluation of division faculty (especially probationary 
personnel), and considerations of taachlng load for day, evening, 
and summer programs; 

(7) To prepare a budget for the division and submit it through the 
dean of day instruction to the business office; 

(8) To Initiate requisitions for division supplies and equipment 
when budget provisions exist; 

(9) To cooperate with the ropriate deans to ensure the offer 
of appropriate classea, .he maintenance of academic standards, 
and the t^electlon of fully qualified teachers; 

(10) To cooperate with the dean of students and his staff in planning 
and supervising meaningful co-currlcular activities appropriate 
to the division; 

(11) To be responsible for teacher supervision of all classes within 
the division. Including evening and summer sessions; 

(12) To assist the administrative dean of Instruction In the develop- 
ment and administration of appropriate In-service opportunities 
for divisional staff members; 

(13) To r.alntaln dally office hours adequate to permit consultation 
with students, teachers, and administrators. 

(14) To perform such other dutle^^s may be assigned. 
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WEST VALLEY COLLEGE 



2.20 Division Chairman 
Selection ; 

Upon nomination by the Superintendent -President, the board will 
appoint the division chairman for a two-year term. He will serve under 
the direct supervision of the Dean of Instruction. In addition to the 
duties and responsibilities listed below, the person serving as Chairman 
of the Division of Physical Education shall also serve as Director of 
Athletics. 

Duties and Responsibilities : 

1. Assist in evaluation c: division staff members. 

2. Assist in screening of new staff members--day and extended day. 

3. Prepare division budget, 

4. Approve division requisitions. 

5. Plan and conduct division meetings. 

6. Aid in orientation of new division staff m/’'^ers. 

7. Assist in preparation of class schedules, both day and 
extended day. 

8. Assist in curriculum development. 

9. Help to find substitutes when division members are absent. 

10. Prepare from time to time proposals for grants under federal 
or state assistance programs. 

11. Coordinate preparation of course outlines. 

12. Coordination of day, extended day, and summer school programs. 

13. Assist the allocation of student help. 

14. Allocation of conference attendance funds and aid. 

15. Assist in textbook selection. 

16. Represent division at building needs meetings, 

17. Order desk copies of textbooks for instructors. 

18. Such other duties as designated by the Dean of Instruction. 



August 18, 1966 
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DIVISIOHAL ORC/ii;i2ATIOK - FOR inSTRUCTIOM AMD SLRVICES 

1966-67 



YUBA COLLEGE (cont.) 



DlVISlOtlS and DEPAgCIENTS 



PERSONWEl. of DIVIS10^^S (alphabetical) 



ACADEMIC PROGRAM - li^STROCTIOEl 

Instructional Programs: 

DAT ( 8:00 a.m. - 5:00 p.m.) 
SPECIAL EDUCATIOHAL SERVICES 
(Evening, Suna&er Session, Adult) 
Library*Audio Visual Services 
Reglstration«*Scheduling of Classes 



AL6EO H. BRILL, AA6litant SuptM- 

tindznt koadmie. AiHainA and Vice 

LLBCRT MILLER, Veon 0 ^ Adni66wns 
and CounAeJUng, 

THOMAS PEPPAS, Vmn 0^ Spzciol 
tducationat SzAvlzzi. 

DAN DILLON, AAAlstunt to thz Veon, 

ROBERT STAEBLIN, Head iMmAAOn. 

ROBERT POOLE, AV VJUizfiJtox S M6l&- 
tant Uhfiakian, 

ANDREA HAMPSTON (Mrs) , AAAlitant 

tAhfioAAjon, 

VlvJLAion ChOA/men, named below. 



APPLIED ARTS & SCIENCES G^i^F^SE VAUGHT, VivUwn ChnUnmn 

Agriculture 
Automotive Technology 
Drafting 
Fire Science 



Machine Shop Technology 
Police Science 
Welding 



Wesley Allen 
Robert Barkhouse 
Jack Brierly 
Russell Freemyers 
William Green 
Harvey Hallenbeck 
Earl Orum 
Ednond Starr 



BUSINESS JOHN DRUASH, VlvlAAJOn ChttAJonin 



Business 



Charlec Barnett 
Shirley Barrick (Mrs) 
Glenn Beier 
Doris Gianella (Miss) 
William Haeuser 



Maxine Henrichs (^ss) 
Haldane Hess (Mrs) 
Edgar Miller 
Freda Honnot (Mrs) 
Gloria Mullins (Mrs) 
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^UNS^It^-STUDENT PERSONNEL SERVICES ELBERT MILLER, Vzan 0^ AdnUAionA 

<D o 0^: and CounAeJtinq 
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ABHISSIONS 
COUNSELING 

DEAN OF ACTIVITIES & HOUSIIiG 
DEAN OF MEN 
DEAN OF WOMEN 
TESTING 6 RESEARCH OFFICER 
Psychology SO, Introduction to College 



Holbrook Boruck 
David Conroy 
Thomas Lamer 
Robert Mognis 
Robert Rutledge 
Minerva Uootton (YIrs) 



ENGINEERING, MATHEMATICS, & SCIENCE 

Anthropology (Physical) Geology 
Astronomy Mathematics 

Chemistry Physics 

Engineering Physical Science 

Geography (Physical) Statistics 



•GLENN VAN DOREK, Vi.vAA^jon ChoJijman 
Walter Bristol 
Robert Buell 
Thomas Doty 

Russell Freemyers 
Edvirt Haegele 



Harold Hunziker 
Robert Ketelle 
John Mahoney 
Ernest Wettstein 
Chor Yu 



FINE ARTS 

Art 

Dramatic Arts 



iluslc 

Philosophy 



Home & Family Living 



..ALBERT ATTI^L, ViviAion ChoUJman. 

Gilbert Azatna LaVerne Grell (Miss) 

John Bresnahan Lawrence Moorman 

Donald Butler Roy Sorrels 

Doris Gianella (lilss) 

Frank Wilkinson 
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DIVISIONAL ORGAKIZATIOI] - FOR INSTRiJCTION AND SERVICES 

1966-67 



DIVISIONS and DEPARTMENTS PERSONNEL of DIVISIONS (alphabetical) 

HEALTH 6 PHYSICAL EDUCATION., hlS. HcDOUGAL, Vlvl&lott ChiUAman 

^glene Carol Bordsen (Mrs) Ernest Matlock 

Physical Education Gaty £n»elken Louis Henghlnl 

Extra-Mural Calvin Gower Etsuko Yoshlnobu (Miss) 

Marshall Rreuter 

Athletic xtnznt Ernest Matlock, ViAZeton. Athletic^; FcotbM, GoZ^ 

Varsity Sports Program Gary Engelkea, FaAZbaJU, Football 

Calvin Gower, Tnadi, Football 
Marshall Kreuter, TentUd, Football 
Rex McDougal, BoAketball 
Louis Menghlnl, i*}KcotlinQ , livUva^’^unal 



LANGUAGE ARTS EDVARD IIALLOY, Vlvlblon ChaiWan 

English Russian Corine Andrews (Mrs) Robert Hooper 

French Spanish Charles Barnett Eda Jameson (Mrs) 

German Speech Charles Berrler Donald Meadows 

Journalism Jeanine Crandall (Mrs) Thomas Pauly 

Peter Evans Roy Sorrels 

Richmond Garrigus Gordon Taylor 



LIFE SCIENCE ERNEST KRAUSE, Vtvt&ion ChaiAman 

Anatomy Physiology Douglas Adams Johnny Morgan, M.D. 

Bacteriology Vocational Nursing Phyllis Amoldy (Miss) Allan O’ Berg 

Biology X-Ray Technology Feme Baker Cfrs) Nilllam Schultz 

Botany Zoology Comelle Haile (Mrs) Louetta ThoiDt!on (Mrs) 

Entomology 



SOCIAL SCIENCE 

Anthropology Political Science 



.VALTER GOTTLUND, ViviAion Cbai/man 



Economics 

Education 

Geography 

History 



Psychology 
Social Science 
Sociology 



Don Johnston 
Donald LeFave 
Robert Reiter 



Gerald Severeld 
George Shaw 
Robert WllllaiDS 



m 

c 



3 

(/) 


o 




<U 




u 






4-* 

c 


> 


JO 


> 


Q 


T) 




in 


V 


c 

fO 


> 




frt 








to 

< 






(O 



-147- 

o 

ERIC 



mi 



G 



( 



m 



{ 



« 

«^| 01 
>• 



o 

s 



'Ol 



a 

9 

K ' 



OD 



Yes 


0 

2 


0 

ss 


Yes 


Yes 












P 4J 

l4 P 

P P 




in 


Yes 


m 

p 


Yes 


a 9 
p 0 * 
u p 

CU K 


4J 

d 



Chabot College 

Office of Instruction 



o 

2 : 



01 

•o 

6 

01 



(D U 
01 01 



en| 



01 



CO 



CB 



01 

s 



CO o» 

< o 



m 

0 



s« 




ai 

•H 






o 

IM 



0» 

>• 



CB 

01 










<0 CO O 

S ^ “2 w 

01 ^ (S 

^ 2 S 

> B ^ ea 

• <v a 01 

2 _ O « :m 

o <0 u «o 

Jt* ^ S S 
o« fo ftf 9 



m| 



« 



9 

>* 



m 

V 

>* 



®e 

u u 
m m 
^ P 

« M 






« 



o 

2 



8 



I in 
m 

f-i ^ 



JC 

o 



p 

9 M 



Ml 



S 



m 



M iH 



8 

as 



• 

fl 

o 

2 



S' 

0> 

Q 



9 

8 

2 



B i d 

fH •H 



CO 

a 

« 

Q 



JS 

u ^ 
c P 

H «p4 

S 
P 



5*^ 



C9 m 00 

»< '>«• CM 
0) C4 I 
.C CM 
U «CM 

85 .• 

oi • in 
^ OO'^ 
cn 

I 

ni in ^ 



u p 
0* u 

JC P 
o JC 
P u 

^ 8 

Ps ** 
b ^ 

S'" 

O P 

^ p 



p 

p 



>4 

o 



M 

O 



P 
P ^ 



<M 



P *0 
.0 P 
O 4i 

^ P 
a 9 
o 

JC u 

c^ 

p p 
M -H 



P 

c 

o 

z 



5 =? 



o 

o 

♦ J 



8 

€>i 

P> 



• 

Vl 


^ 0 

1 - 


0 

0 


8 

-H 

P 

-H 




8 

•H 

P 


4J P 
P JS 
$4 0 
4J P 
P 

rS >* 




0 

0 




d >t 

4 b 


P> 

B 










cn 

CO- 


0 

0 

m 

ify 


. 4 

H •-• 
0 4 
CM 4 


0 

0 

cn 

p> 


Q 

0 

2 


$500 


0 

0 

2 


1 • 

J « 

<! 4 


$529 


1 

0 

0 

p> 



P 

U 

S 

P 






p 

> 



p 

O 

P 

Vi 



P 

C 

o 



■g 

p 



p 

c 

p 



c 

o 



p 



b] 



u 



p 

Vi 

p 

CQ 



P 

o 

41 



M 

JO 

P 

C^ 



M 

M 

P 



P 

« S’ 

2 :: 

a s 

u u 



p 



c 

o 

4i 



O 



O 

u 

<1-1 p 

4i Vl 
P 

^ p -o 

>bC^- -H C3 
P *0 «-l p 
«c p a 

4i O o- P 
P Vl 
O ^ ^ 

*0 to S4 41 O 
u 

2 

4 J 

«0 

C 



CM 
C- 0 

OB WW 
ji 9 9 

S ^ 

g cu *o « 

9 > 

49 i4 
M w 

i-i flj 

s sa 

CO o CO 



d «0 c 

a ^ B 

o *o a 
o 



S’S 



O 4J 



. •gcM 
b c o 

O 0) 



>»•»< 

4 X U 

a> o a 

CO {4 
•-I « 4J 
g 4J CD 

O *0 <H <v 

*H 5 4J 

«i u a « 
•H 9 0) 9 
■o *0 <V 

*0 01 »4 « 
CO h O > 
CD o 

X X 

««>»>* 
9 S <v 

B a X X 



E »4 
O fO 

o a 

4 

CO 



4 

d 



2 

4J 
P 
6 

•H -O *0 
C P 
P Vl 
p 

p*o 

P P 

ac 
p o 
^ u 
a 

^ Psp 

p Px: 
u= jcZ 



p 



p 

•a 



p 



p 

u 

4J 

c 

o 

o 



o 

c 

p 

p 

Vl 

Ui 



M 

P 



P 

•o 

c 

p 



o 



X as o o 



p 



o o o p ^ p iS 



Q< 



n# m in 






c 

E 



o 

ERIC 



j 





a m 

^9 



-•I 

>4 

.o 






o 

2 



4J r-i 

h <9 



5 



»• 

M 

cn 



m M 



• a 

o « 

>« o 



o w 

**3 

£9 

S£ 






8 

w 

o 



«M «M d 
O i4 

g m • 
• »« 
^ d A 

w t-« fi 
u o 
9 >• 

i§: 



9 

2 



% 

as 



o 

0 

9 

O 

u 







o 

U 

P« 

O 



w 

I 

f 



s 

0« 

«n c 

A 

9 g 

0 

0 
• X 

S O 

^ “2 

c 

CO 0 

9 § 

« «H 

4i d 
9 U 
ja 4J 

a 

>» 

mI 

9 9 

9*. 

• O 

§9 

»4 

o 

9 *9 
S3 
0 



I 



O 



fi 



«=sgg 

O O Al CM <4* 



« o% g 



in 00 

t CM «-• 
<0*^1 I 

• I cnio 

QOvM m Ol 1-4 f-l 



9 9 

ja u 

oSP 

** >* 
*o ja 
9 

u <0 
U 9 
01 ^ 
O. 9 

9 § 

u 

0 

•O ^ 
m 

f-4 M 

^ 3 

^ *s 

0 8 

I? 

If 

4i S 

gsr 

a“ 

0 •• 

-i 

O 



5 



w 

I 



0 

O 

i4 



C 

0 

04 

>v 

0 

U 

0 

4J 

0 



o • 

O 4J 

e 9 * 

b“ 1 

5m8| 



3 



0 

41 

0 

>4 

0 

O. 

0 



>« 8 M 



C <9 ^ 9 



CO 



Survey of Dlvltilon*D«parta«nt Cbalrmaa 
August 20, 1963) 



M 






«o| 



«n| 






<o| 



OH 



1 



8r 

o 

M 

O 

s 



o 



o 


a 

a 


o 


a a 


a 

a o 


o 


O 


• 

O O d 


ss 


>« 


s 


>4 >* 


>4 SB 


Si 


95 


» 2S >« 


4J 

aa 








4J U 

ap ap 






41 

am 










HP HP 








• 




a 


a a 


a a 


a 


a 


a a a 


◄ 


>« 


>* 


>4 >4 


< < 


>4 


>4 


>4 < >4 










ss 






11 


4J 

«• 




gg 




U 41 

• • 

ap ap 


ga 


'X 


II ^ 

#a as « . 


s 






o o 
88 Si 


ap ap 

a a 

< < 


ap 


f ^ 

a 

SB 


V W H 

S2S £ 


• a 




a 

o e 












u d 




a 












a o 




5 












«< 8 
A Aa 


aS 




a a 

as ae 


8 8 


^pa 

• fli 

p* ap 


a 


• • 


W pa 

as o. 


s 


2 


>4 >4 


ss 


J*' " 

s« < 


:8 


5 a 5 












a 




*8 


a 

fl jj 










1 




u 


II 










4» 




9 


a a 


g^ 


g^ 


ea ga 


ap ar 


S 


a 


9 

Pi aP ap 


o 8 


•a 


a 


ap ap 


ap a / 

a « 


8 


i 


9 M V 

o h o a 


H a 


>• 


>• 


>• 


>4 fM 


CO 


CO 


95 < o>4 



•H • 

e <f 

9 

W w 



g 



N 



s 



1 

I 



s 

o% 

CO 



s 

*n 



o 

8. S 

^ O 

«• s 



88 

'O M 



m 

sJP^ 



0 « 

M CO 
o>cr> 

1 I 

O CO 
lO %0 



» 

a 

h 

P 

<a 


a 

d 


CO 


a 

a 


8 

cn 

A 


• 


o 




5 


o 


CM 


9B 




95 


CM 



8 



8i 

■ • 

• 41 • 

> Ob a 

35 6 

o o as 



o 

o 

CM 

CO* 

• 

O 

o 

•CO 



o 

o 



o 



o 

as 



o 

o 



H 

8 



u 



0 

1 

Ikt 

S 

CO 

%9 

c 






1 


eC 


s 


• t* 

V4S 


a 

A. 




41 

as 


M a 


^ Q 

. * 


Mi 

£ 


2 


W 

O 


M 

>*4 

o 


O 

o 



fi I 

6 O Q 

a 

o« 



h 

O 

04 



& 

f-4 

'S 

2 



«< as 



o 

0 

1 



§ 

s 



o 

9 



d 

a 

CO 



a 

o 

5 

g- 

8 

s 

CO 



-c- 



o 

ERIC 



Santa Monica City 

3 or lass taachara in Oapt. $ 81*67 Ho Yes, halp Yes Yes, help 

4 to 6 teachers 163*33 

7 to 10 teachers 245*00 

11 or more teachers 326*66 
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TO: Respondents to Questionnaire on Department Heads 

FROM: William S« Houpt, Vice President, Allan Hancock College 

DATE: January 26, 1966 



Thirty* four questionnaires were sent to junior colleges of varying sizes, 
and thirty-one were returned. This is not only an example of cooperation on 
the part of busy people, but it also indicates that many administrators are 
giving thought to this area. 1 hope the enclosed recapitulation will be of 
some help to you. 

One part of the questionnaire had to do with items that departomnt heads had 



full or 


partial responsibility: 


Full or 


Definitely 






partial 


partial 


1. 


Plan and conduct departmental meetings 


26 




2. 


Prepare departisental budget 


25 




3. 


Approve departmental purchase requests 


22 


3 


4. 


Recruit and recommend new staff members 


11 


15 


5. 


Supervise orientation of new departmental staff 
members 


18 


7 


6. 


Evaluation of non-tenured departmental staff members 17 


8 


7. 


Prepare departmental proposals for grants under 
federal or state assistance programs 


13 


10 



8. Other: 



Assist in preparing class schedule (3), assist in assigning 
instructors (2), assist in curriculum development and lead 
division planning (3), discipline within the department (1), 
course outline revision (1), coordinate day, evening, and 
sumser school (3), allocate student help (2), textbook selec- 
tion (2), allocate conference attendance funds (1) 
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